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The need for competent administrators of vocational education has long
been recognized. The rapid expansion of vocaticnal education programs and
increased student enrollments have resulted in a need for increasing numbers
of vocational administrators at both the secondary and postsecondary levels.
Preservice and inservice administrators need to be well prepared for the com-
plex and unique skills required to successfully direct vocational programs.

The effective training of local administrators has been hampered by the
limited knowledge of the competencies needed by local administrators and by
the limited availability of competency-based materials specifically designed
for the preparation of vocational administrators. In response to this press-
ing need, the Occupational and Adult Education Branch of the U.S. Uffice of
Education, under provisions of part C--Research of the Vocational Education
Amendments of 1968, funded the National Center for a scope of work entitled
"Jevelopment of Competency-Based Instructional Materials for Local Adminis-
trators of Vocational Education" during the period 1975-77. That project had
two major objectives:

1. - To conduct research to identify and nationally verify the competen-
cies considered important to local administrators of vocational
education. -

2. To develop and field test a series of prototypic competency-based
instructional packages and a user's guide. -One hundred sixty-six
(166) high priority competencies were identified and six prototypic

modules and a user's guide were developed, field tested, and revised.
Although six modules had been. developed, many more were needed to have
competency-based materials that would address all the important competencies
that had been identified and verified. In September 1978 several states
joined with the National Center for Research in Vocational Education to form
the Consortium for- the DeVelopment of Professional Materials for Vocational

Education. Those states were Illinois, Ohio, North Carolina, New York, and

Pennsylvania. The first five states "were joined by Florida and Texas later

in the first year. The first objective of the Consortium was to develop and

field test additional competency-based administrator modules of which this is

one. . *

. Several persons contributed to the successful development and field test-
ing of this module on cooperating with governmental and community agencies.
jate, assumed the major responsibil-

David R. Greer, Graduate Research Assocl

ity for reviewing the literature and for preparing the actual manuscript.
Recognition also goes to the two consultants who helped conceptualize the
module and prepared draft materials fer the manuscript: Jack E. Rawlinson,
Special Needs Consultant, Crossville, I1linois; and Leonard Siominski, Dean
of Instruction, Lakeland Community College, Mentor, Ohio.’
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o ' . INTRODUCTION

Vocational-technical institutions enjoy a great deal of autonomy. Mem-
bers of the faculty and staff of these institutions may perceive that the
actions of their local administrators--requiring faculty and staff to submi t
reports, adding new programs, or imposing regulations to cover any conceivable

:

situation--are 1ikewise initiated on the sole authority of the administration.

Such is seldom the case. In fact, any type of educational institution,
because it is a public agency (or a private one serving a public purpose), ~
must (1) ensure that jts practices conform to applicable laws, (2) integrate
4ts activities within a larger schieme of public services, and (3) subordinate
its mission to that of one or several other governmental agencies. It also
behooves local administrators to coordinate their plans and operations with
those of other individuals in charge of related organizations within the same
geographical area in order to ensure that all needed, feasible services are

being provided without inefficient duplication.

Thus, cooperating with governmental and community agencies is an impor-
tant competency for an administrator to develop. In this module you will
learn how to accomplish crucial tasks such as complying with and influencing
legislation and regulations, developing comprehensive plans, and submitting
required reports. You will also learn techniques for fostering the several
types of cooperative arrangements--ranging from formal contracts to informal

' visits--that assure mutually supporting efforts among related organizations.

By mastering this competency, you should also become aware of some of the
factors and forces that constrain your actions. Moreover, you should acquire
new confidence in your ability to use the dynamics of cooperative action to
influence other agencies, administrators, and of ficials to change their means
of operation in ways that will help your institution to better accomplish its-

mission. i -
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‘ Module Structure and Use

This module contains an introduction and four sequential learning experi-
ences. Overviews, which precede each learning experience, contain the .
objective for each experience and a brief description of what the learning
experience involves.

~

S R s P NG
Objectives Terminal Ubjective: - ‘While working: An- ahactudl -adminiss:
trative STtuation; cooperate with governmentel 4ay: Commyc . -

nity agenciess Your performance will: ba a¥sesse Y. Yyour

-
PRI e

resource jperson; using. the *Administrite dpmence
Assessment Form," pp. 83-85, " O R

Enabling Objectives: -

N 1. After completing the required reading, write a letter to
. an appropriate official to comment on a pending law,
’ plan, or rule/regulation. (Learning Experience I) ]

9. After completing the required reading, critique the
performance of an administrator in a given case study in
preparing and submitting required reports. (Learning
Experience 11) : , '

‘ 3z After completing the required reading, critique the
performance of an administrator in a given case study in
preparing a cooperative agreement with & local agency.

(Learning Experience I11)

v

Resources A 1ist of the outside resources that supplement those con-
tained within the module follows. Check with your resource
person (1) to determine the availability and the location
of these resources, -(2) to locate additional references
specific to your situation, and (3) to get assistance in
setting up activities with peers ¢r observations of skilled
administrators.

Learning Experience I
Optional
e A SESSION OF A FEDERAL/STATE LEGISLATIVE HOUSE OR A

COMMITTEE HEARING that you can attend.

e A GROUP OF PEERS with whom you can form a mock
legislative body and to whom you can present testi-
mony « :

o

1
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o AN ‘OFFICIAL AT THE FEDERAL OR STATE LEVEL responsi-
ble for preparing plans, rules, or regulations whom
you &an interviews

o A MEETING OF A COMMUNITY GROUP, such as a chamber of
commerce, CETA planning board, or labor union, that
you can attend, o ® .

‘ Reqhired
/ 4
* A RESOURCE PERSON to assess your competency in writ-
ing a letter to an‘ appropriate official.
[} , ' -
Learning Experience 11 g

" Optional
* AN OFFICIAL OF A STATE, LOCAL, OR EDUCATIONAL AGENCY
responsible for. preparing reports frequently whom you

. can interview. L s
o A SET OF INSTRUCTIONS FOR ONE OR MORE FREQUENTLY PRE-
PARED REPORTS that you can examine. _ ' .

" .Learning Experience 111

Optional i o~ \ { .

 COPIES OF COOPERATIVE AGREEMENTS BETWEEN EDUCATIONAL
AND OTHER INSTITUTIONS that you can examine and com-
pare.

o REFERENCE: Abbott, William L. "The Mansfield
Formula for Worker Renewal." VocEd (Journal of the
American Vocational Association). 54 (May 1979):
38“41. '

o REFERENCE: Dennis, William H. "Class at the
" Prant." VocEd (Journal of the American Vocational
Association). 53 (September 1978): 40-42.

o REFERENCE: Lancaster, Stewart V., and Shuford,
Dayid F. "“Employers and Educators Team Up in Tucson."
.Community and Junior College Journal, 50 (May 1980): !
35-37. - ) .

. REFERE&CE: McGough, Robert™ L., and Manley,
'Katherine K. "Linkages Can Work." . VocEd (Journal of

the American Vocational Association). 56 (danuary/
February 1981): 63-66.

o REFERENCE: Moed, Martin G. "College with .Its Own
High School." Community and Junior College Journal,
52 (September 1981): 2I-23. '
- | ®

4 . «
»
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' . I « REFERENCE: Stahl, Ben. "Increasing Union Partici-
pation." VocEd (dJournal of the American Vocational
Association). 55 (October 1980): 42-45. - ‘

e REFERENCE: Wireenski, Jerry L. "Vocational Educa-’
' tion and CETA Cooperate .to Solve Local Manpower/Prob- .,
. . lem." VocEd (Jo@irnal of the American Vocational
. Association). 43 (May 1978): 60-64.

Learning Experience IV

o~
'3

§ Requ1red“ R -

o AN ACTUAL ADMINISTRATIVE SITUATION in which, as part
of your duties, you can cooperate with governmental
and community agencies:

‘ / o A RESOURCE PERSON to assess your competency in”
- ] - cooperating with governmental and community agencies.

Selected Terms Administrator--refers:to a member, of the secondary’ or post-
secondary administrative team. This generic term, except
where otherwise specified, refers to the community college
president, vice-president, dean, or director; or to the .

' secondary school principal, director, or superintendent.

7
i

-

B o
., Board--refers to the secondary or postsecondary educational
governing body. Except where otherwise specified, thg term >
"hoard" Ts used to refer to a board of education and/or a
| , board of trustees. - “

l Institution--refers to a secondary or postsecondary educa-
' . tional agency. Except where otherwise specified, this
generic term is-used to refer synonymously ¢o secondary,
schools, secondary vocational schools, area vocational
schodls, community colleges, postsecondary vocational and
Vv . technical schools, and trade schools.
r- Resource Person--refers to the professional educator who is
directly responsible for guiding and helping you plan and
carry out your professional development program,

Teachc./Iﬁstructor--these‘terms are used interchangeably to

refer to the person who is teaching or instructing students
in a, secondary or postsecondary educational institution.




User’'s Guide For information that is common to all modules, such as

. J procedures for module use, organization of modules, and 0,
definitions of terms, you should refer to the following
supporting document : « '

= Guide to Usiﬁg Competency-Based Vocational Education
Administrator Materials. Calumbus, OH:  The Center for
Vocational Education, The Ohio Staté University, 1977,

o

. - o ) . s \ ‘
This modufé addresses task statement numbers 92-94, 98, 99, 112, and 166 from
Robert E. Norton et al., The Identification and National Verification of N
Competencies Important to Secondary and Post-Secondary Administrators of o
Vocational tducation (Columbus, OH: The Center for Vocational Education, .
The Oh1o State University, 1977). The 166 task statements in this document,
which were verified as important, form the research base for the National

Center's competency-based administrator module development.

Y
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Learning Experience |,

OVERVIEW

@
7~

Enabling

Obiccywe

Activity

Optional

Activity
'\a'

¥ 4

/ Optional
\Actnvaty '

AT 4
/“

I O‘ptio:al‘
' Activity BN

— — w— . ——n — -

rule/regulation.

N T
e N ~

After completing. the- required: ineiding, Wist

appropriate offictal to- ‘comment on..

BRY

fou wiT1. be\Feading the fhformation shieet,’ *Devaiopt
Rules/Regulations, and-Plans;® pp. 9238 100 07U

. . . A DR
. . A Y . e
L

You may Wigh 't VISit a SessTon of Ehe eRETAE NS ok
federal /state legislature-or a heaing::of ofie of Lhe lagins:

lative committées, in order to observe firsthand: how:]aws:

are drafted, changed, and-enacted:. .., ..
R

. A £E AN
You and a group of peers may wish to form'a;wock-leyislative
connittee and take turns presenting and discussing: tastimony
concerning perdirg legistation. '

R R
x ’ v : T g
- . o . .
- . “ a
. . g ’
' AT < L. .
, . !
, ] o~ . EE R . N
° ! . o T

You may wish to Yearn more about the Pl .anh\fqﬁt_‘;‘«“{é‘rfli-ful’e};p_i‘i'fmg“i
pracess by visiting an official at the federal or state:
level. - SR




OVERVIEW continued

. S — — — — oy v — — — — s — — — — —— — — - b > Wt — o — i — SV - ommut  svon  pmma
e

-...-«‘"“

. A T
77 7 - You may wish-to attend: a meetlng of a communlty group (e.g.,
- Optional. . the. chiamber of -commerce, a CETA advisory committee, or Tabon
\Actmty A union) 1o observe what public issues they are concerned mttJ
’ and how they organtze to affect theib\ifffsg, :

\

\\ .

.
- .
. t
’

¢

L - -You wlll “be. wr1t1ng a letter to an: Epproprlate official to
cpmment on a. pendlng Taw,. plan or ru]e/regulatton.

'

-~ Your competency in writing a. lettor to an appropr1ate offi-
" cial to comment oh a pendipyg law, plan, or rule/regulation

. wlll be evaluated by your resource person, using the "Letter
Hr1t1ng Checklist,* pp. 39-40.

-
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ACtiVity B R e e . :
- ‘ o For intormation about how laws, rules/regulations, and plans
are drafted and enacted, read the following information sheet.

22

DEVELOPING LAWS, RULES/REGULATIONS, AND PLANS

Educational institutions perform a function that is notably public.
That is, the benefits of education apply not only to the individual who
: receives them but also to the society at Yarge. This includes the employers
who require trained workers (e.g., business executives, cooks, machinists,
painters, physicians, pilots, salespersons) to produce goods and services.
: It also includes the consumers who need those goods and services. And it
! includes the families of the workers who are supported by the income they

f earn. .

; Since society has a broad and direct interest “in the outcomes of educa-

' tion, it is proper that society have some role in directing the form, mission,
i activities, and roles of educational institutions. The primary means by which
' society expresses its collective will concerning the performance of actions in
the public interest is through law and policy. Specifically, law and policy
are formally set forth in three forms: law (per se), rules and regulations,

t and formal plans.

Laws are created predeminantly through enactment by a legislative body
’ (e.g., the U.S. Congress, a state legislature, or a city council) and are
known as statutory law. Less often, law is created by judicial precedent and
jurisprudence (common law) or by the drafting or revision of a constitution or
charter (constitutional law). ’

Rules and regulations can be thought of as administrative law. An impor-
tant distinction is that rules and regulations are created by administrators
) or bureaucrats {in the proper, not the derogatory, sense of the word--i.e.,
' one who works in a bureau), within the limits set by one of the three formal
types of laws. That is, an act of Congress or the verdict of a judge becomes
the authority for and basis of rules and regulations. The role of rules and
regulations, in turn, is to provide specific guidance for implementing the
spirit and intent of a law. The law is the frame; the rules and regulations
are the details of the picture within that frame.

Plans are generally prepared by agpointed commissions, often with the
assistance of advisory committees made up of the general citizenry. The com-
mission may itself have the power tO(QEEéb]ish the plan, or it may have to
submit a draft plam™to a formal body or.an elected official for enactment.

In nearly every case, development of a plan is required by law or by a rule
or regulation as a prerequisite for the transfer of funds from a higher level
of yoverament to a lower level. Examples of planning subject areas include
zoning axd land use, economic development, transportation, and of course,
vocational education.

i ‘ —
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Because these three principal instruments of pubiic policy--laws, rules/
regulations, and plans--are developed in such different ways, it will be
helpful to describe each of them separately before discussing common means
by which you as an administrator can "cooperate"--both by complying with them
or helping to develop them.

—

Laws and Legislation

Since most laws relating to education are statutory law--that is, enacted
through the legislative process--it is important that you understand that
process thoroughly. The procedures described in the next few pages relate
primarily to the U.S. Congress, but they also apply to nearly all the state
legislatures as well (with some modifications for Nebraska, which has a uni-
cameral, or one-house, system.)

=

Usual Procedure

In its simplest form, the flow of a law (or a b1]], as it is known while
it is pending), from introductic: through enactment, is very similar to that
of a motion in a club meeting where parliamentary procedure is followed (see
sample 1). The bill is first introduced by a sponsor, and then it is referred
to one of several standing (permanent) committees composed of several members
of the body. —

After that committee considers the bill, it decides whether to recommend '
its approval to the entire assembly (house). Before the entire "body, the bill
is subjected to further debate and/or amendment and is finally approved or
rejected by a majority vote of all legislators present. At this point, the
bill becomes an act and is made official by the signature of the ch1ef execu-
tive (President, governor, or mayor).

Complex Procedures

In actual practice, of course, the process is a great deal more complex’
than this, involving many more participants and a great deal more time.

The first c0mp]1cat1on is that two houses (chambers)--the House of Repre-
sentatives and the Senate--must both act on the bill before it becomes law.
This requires either (1) that one chamber await the other's fihal action on a
bill before it can consider it (consuming time) or (2) that .an identical or
very similar companion bill be introduced in the other chamber, with parallel
debate and hearings. This latter course often results in widely differing
versions of the same bill. In either case, if one chamber passes a bill in
any form that is not exactly 1ike the form in which the other chamber adopted
it, a conference committee must be formed to draft a compromise version. The
acceptance of the conference committee report by a majority vote in each cham-
ber is then required for enactment.
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The second complication relates to the various sources from which a '

bill can originate. For example, the U.S. House of Representatives is the
only chamber wherein bills related to finance (taxes and appropriations) may
be introduced. In reality, however, the administration (executive branch)
devises annual budgets; it also drafts the substance of most proposals relat-

ing to major governmental programs. Cabinet officers or the President then

ust persuade a loyal and agreeable member of the House (usually one from
their own party) to introduce the legislation. In many cases, a group of
representatives might be willing to serve as cosponsors (authors) for a bill.

In tact, it is not unusual for a bill to ultimately acquire 40-50 authors.

In still other cases, two or three representatives or senators might
collaborate to draft a bill that represents the best of their respective
thinking about a particular subject and that attracts the support of the
sometimes different constituencies or support groups of each congressional
member. It is from such alliances that many laws have derived their common
names, such as the Smith-Hughes Act or the Taft-Hartley Act. (Actually, pri-
vate citizens and groups such as professional associations or labor unions
often assist legislators in drafting bills too.)

A third complication often occurs when the President decides to oppose
a bill that has been passed. by both chambers of Congress. This opposition
can be expressed passively; the President can simply refuse to sign the bill.
After ten days, if Congress is still in session, the bill becomes law anyway.
If Congress has already adjourned, the President can pocket veto the bill by
declining to sign it, and it dies. Alternatively, the President can actively
veto the bill. A two-thirds vote, rather than a simple majority, of both ‘
chambers is then required to override the veto.

Naming and Numbering of Laws

Before tracing an actual taw through this process, we should say a few
words about the names commonly applied to laws and the numbering system used
tor even more accurate reference. Knowing the full, correct nomenclature of
a law can help you research its history or aid you when you discuss it with
colleagues or legislators. ' :

You have already seen that the names of the-authors of a bill often
are permanently associated with them (e.g., Smith-Hughes Act, Morrill Land -
Grant Act). In other cases, the laws acquire a descriptive name, such as
the Elementary and Secondary Education Act of 1965, briefly stated as ESEA.
Subsequent amendments to this bill then become known as the Amendments of
19--. ESEA was amended in major ways in 1970, 1974, and 1978. The Higher
Education Act of 1965 was amended in 1972, 1974, 1976, and 1980. Finally,
the Vocational Education Act (VEA) of 1963 was amended in 1968 and was
affected by the 1974 Education Amendments.

|

|

| < .
| Because laws of this nature have a broad scope, they are subdivided intg

[ numbered titles. tducators are fond of name-dropping--referring to a program,
i requirement, or provision by its title number. Beware of this inaccurate
I
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. practice. Title 1 to an elementary teacher probably means a reading program--

- in this case, one authorized by Title I of ESEA. However, to an adult educa-
tion administrator, Title I might mean a grant program to support continuing
education and community service programs, as authorized by Title I of the
Higher Etducation Act of 1965. -The same confusion is possible with the various
titles/programs of such legislation as.the Comprehensive Employment and Train-
ing Act (CETA) and, ot course, the Vocational Education Act and its several
amendients.

Citing section .numbers 1ikewise is a popular'way to refer to laws, but
it is equally imprecise. For example, do you know which law Section 504 is a
part of? (It's the 1973 Rehabilitation Act.)

In most cases, the short working name for a law is stipulated within the
bil] itself or in marginal notes of the U.S. Code or other statute reference
* books.

By far the most accurate way to refer to a law, however, is by its num-
ber. Uuring legislative consideration, a law-in-the-making is a bill and
bears either an $ or an H number, for Senate and House bill respectively.

(The numbers are assigned in order of introduction and may rise as high as
20,000 near the end of a busy two-year session.) OUnce enacted, a bil1l becomes
an act and is numbered with both the number of the congressional session and a
sequential number, preceded by P.L. for Public Law. Thus, P.L. 94-35 would
have been enacted early in the 94th Congress (1975-76).

The Case History of a Law

Now let's illustrate the legislative process by looking at the history of
a typical law--one that has affected education within the last decade. The
example chosen is commonly referred ta as the Buckley Amendment. It estab-
lished the right of a student and his/her parents to examine the contents of
his/her academic records. As we proceed, you will see how this name.evolved
and will learn the full, correct name of the Taw. ‘

Introduction. On April 11, 1973, Senator Claiborne Pell (D., R.I.)
introduced Senate Bill 1539, which was also to be known as the Elementary and
Secondary Education ﬁmendments of 1973. This »i11 was dozens of pages long.
Some of it contained routine housekeeping phrases (updating changes to the
original ESEA of 1965). Other portions contained substantive changes in doc-
trine or authorized new funds and programs‘ (see excerpts, sample 2). The bill
was. promptly referred to the Senate's Committee on Labor and Public Welfare.

Companion bill. Similar action had already been undertaken in the
House on H. 69, a companion bill introduced by Representative John Brademas
(D., Ind.) and 13-of his colleagues on January 3, 1973.

Committee hearings. The committees in both chambers held extensive
hearings on the bi11--receiving testimony from the -administration (primarily
officials of the Uffice of Education in the Department of Health, kducation

¢
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ERIC

Aruitoxt provided by Eic:

. SAMPLE 2

~

A BILL

o (‘()Nﬂl!“&‘#

b 5.1539 :_ .

" l.\',“'l‘lll'i‘SEN';\TE OF THE UNITED STATES

CArmu. 11,1973

Me. g intrsdueed the folinning 1iHE which wag rem! twiee aind teferml
10 the Commitive on Labor amd 1'ublie Welfarw

A BILL .
To amend and- extond certain Acts relating to elementary
nd « secondary, cdneation_ nmgmm}._n»d for ather purposes,
1 .Be {t enacted by the Senate and Iloxse of Representa-
2 tives of e United States of Amarics in Congrees amembled,
3 That thw An may ho cited as the "Elcmemﬂry and

4 &‘cmﬁnry E«lumtmn Amendments of 1973",
b H4

s
»

14

T OTITLE

x-;.\.\wgpusm}‘s TO THE ELKMEN-
2 TARY AND SECONDARY. EDUCATION ACT
3 OF 1965 i

4 DPaRT A—=Seectan Prourans To Mprr Ttk SvRcral

5 l-:mmqloxu. Nxros, or EpUCATIONALLY Dermiven
I "Cintt.orex
1 DURATION OF PROGRAMS

8 8kc. 101, (n) Seetion 102 of title I of the Elemeniary

9 and Secondary, Education Adt i« amended by ;triking out
10 “Junc 30, 973" and inscriing i)n:liou thereof - “Juna 30,
n 197’ Lo

12 (b) 'The third sentence of section 103 (a) (1) (A) of
13 such fitle I is lm;mde'd by striking out “July 1, 1973 aud
14 inscrting in lieu thereof “July 1, 1977".

15 (c) Taragraph (3)’ of section 103 (a) of such title I
16 *is amended Yy steiking out “ (B)” at the heginning of sub-
17 pamgraph  (B) and by striking out suhpamgraph (A)
18 thereof, o
19 (d) Fubsection () -of rection 103 of such title I is
20 amended by striking out “82,000" and all that follows, amd
21 inverting in lien thereof the following: *, sabject to soction
23 144, for any fiscal yu\r’m per contm and 4,000, respece
2 tively.”. ’

%
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and Welfare), spokespersons of the many national associations involved with
education, and a few private citizens. (Records of these hearings, including
verbatim accounts of testimony and copies of all exhibits, are available from
the U.S. ‘Government Printing Uffice and are retained in major libraries around
the country.)

Committee action. The committees then held their own closed meetings,
finalTy reporting the marked-up bills to their respective chambers the follow-
ing year. S. 1539 was reported to the Senate on March 29, 1974.

Senate action. Debate began later that spring, and on May 14, Senator -
James Buckley (Conservative-N.Y.) and 11 others introduced a lengthy amendment
during floor consideration. The. amendment was soon adopted, and the entire
bill, now known as the Education Amendments of 1974, passed:the Senate on
May 20. '

Conference committee action. Since S. 1589 now differed in many ways
from The House version, passed there on March 27, a conference committee was
convened. The report of the conference committee was accepted by the Senate
on July 31 and by the House on July 24, and the bill became law when signed
. by President Ford on August 21, 1974. »
f
Nomenclature and references At this point, the law became P.L. 93-380. J
For ‘ease of reference, the Jaw is recorded in two lawbooks, as follows:

‘ . The law is entered into the U.S. Code, which is organized by subject. e
(An omnibus law, one covering varied topics, might have its parts show
up in scattered locations.) In its correct location, the Buckley Amend-
ment became go Usc 1232g. T

U.S. Statutes at Large contains all laws passed, in their entirety,
shown in chronological order (see excerpts, sample 3). In this case,
! P.L. 93-380 15 in_.volume 88 (one volume for each Congress), pages 571-
574, (The shorthand citation is 88 Stat. 571-4.) Notice that the part
we are interested in was Section 513 of the 1974 Amendments, modifying /
Section 438 of the original ESEA. The marginal note confers the official
& pame of Family Educational Rights and: Privacy Act of 1974 on only this
portion of the 1974 amendments.

|
+
I
i
‘

C It's-1ittle wonder that we use convenient names in lieu of the official
t pedigree.’ Just be careful to use the approptiate reference (either a bill
b number or the P.L. number) when researching a law or when preparing to com-
municate with a legisiator.

: By the way; notice in the very first lines of the amendment (the portion
‘ circled in sample 3) that this law applies not only to elementary and second-
ary schools (as we would expect for amendments to ESEA) but also to institu-
' tions of hiqher education and to other educational agencies.

w




SAMPLE 3 _
- AN ACT AS SHOWN IN STATUTE BOOKS

1

88 STAT.] PUBLIC LAW 93-380--AUG. 21, 1974 571

POTHCTION OF THE RIGHTS AND PRIVACY OF PARENTX AND ITU!)!f.\'TS

Sac. 313.°(a) Part C of the General Fdiication Provisions Act is , fomiy Fdicw:
7 further amended by adding at the end therrof-the following new Privacy Act of
section: N . .

“PUOTESTION OF TUK RIGHTS AND PRIVACY OF PARENTS AND STUDENTS /

“Sec. 438. (2) (1) No funds shall be made available sinder any appli- 20 Us¢ 1212e.
cahle program to any State or Jocal sducstional agency, any institu- . o -
tion oy higher education, ary eommunity.college, ary school;-agency

‘ g ‘\
572 PUBLIC LAW 93-380~-AUG. 21, 1974 (88-S7at.

oﬂ'n_rinf 8 preschool program, or-any other educational institution
which has & policy of denying, or which effectively prevents, the pir-
eats of students attending any achool of such agency, or attending

such institution of r education, community college, achool, pre-

school, or other edducational institution, the right to inspect aid review

- . any and all official records, files, and data-d’wectly related to their
children, including all material that is incorporsted into each student’s

cumulative record folder, and intended for achool uss or to bo available

v - to parties cutside the schaol or school system, and specifically inelnd-
ing, but not. necesearily limited to, identifying data, academic work
completed. ‘level of achicveent (grades, andardized achieveiont
test 'scores), attendance data, scores on standardired intelligence, apti-
tude. and paychologicul tests, interest fuventory fesuits.honlth data.
fanily background information, teacher or cotnsclor rating:. amd
observations, and verified reports of serious or recurrent’ behavior
patterns, Where such records or data include information on more
than one student, the parents of any- student shall be. entitled fo
receive, or be informed of, that part of such record or data as portaing

i to their child. Each recipient shall establish:appropriste procedures

for the granting of a request bfr parents for.access to.their child’s

< school within & reasonab) u:‘?nod of time, but in no case nore
than forty-Bve dmlﬁe"r the vequest has beeri made.

Hearing, » “(2) Parents shall have an opportunity for & hearing to chiallenge
the content of their child's achool records, to insure that the vecords
are not insccurate. niisleading; or otherwise in violation of the privucy

‘ or other rights of students, and to provide an o}:rortunity, for the cor-
N rection or deletion of any such inaccurate, mi

. . eading, or otherwise
lmpgropmu data contained therein. -
\ ’ "::'l":.';-.v:nm “(b) (1) No funds shall bo mads-available under any-applicable

cenvent requites  Prograin to any State or local sducational ', any institution of-
| menny m education, any community college, s:lc :ccaf’gol, sgency offering:
& preschool program, or any nther educational institution which has a
Rolic_v of perinitting the relense of persoually identifiable. records or
les (or personal information contained therein) of atudents witliout
written consent of their rrenu to any individual, agency, or
orgmnization, other than to the following—
“(A) other achool officials, including -
* cational “institution or looal educati-
imate educational interests; .
“&B) olicials of othier »' , .
, student intends to enr .
" ents be notified o*
desired, and * 4
conte © o R -

.
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88-STat. ) PUBLIC LAW 93-380-AUG. 21,1974 -

“(A)- there is written consent fron: the student’s parwiits spoci-
fyifig records to be released, the reasons for such release, and to
whiom, and with a copy of the records Lo beireloased to the stu-
dent's parents and the studelit if desirod by the parentsior . 7

“(By such information is furnished in complianos -with judi-

_ cial order, or pursuant to any lawtully jamied subposna, upon con-
dition that parents aid the siudents are notified of all suc orders
or subposnas in‘sdvahce of the complisnce therewith by.the sduce-
ticnal institution or agency. S

“(3) Nothing.contained 'in' this:section shall. preclude suthorised

"

Records, accoes

- repromntatives o (4) the Comptrollor Geneeul of the Unied Sates, el fer

(B) the Secretary, (C) an'administrative head of an education agency
or (D)) Stats educational authorities from haviag sccess’to student
ar ather records which mav be necossary in sonnection with the audit.

e

“pnd évaluation of Feiérally-supported sducation program, or. ifi coil-

. the rights of privacy ¢f studenta

1

Al

nection with the enforcement of the Federal legal p quirements which
relate. to such-programs: Provided, That, except when’collection of:

-personally-identifiable data-is specifically authorised by Federsl law,:

any data collected by such officiale with respect o individual students
shall not include information ;(imludin‘. sociali.security. numbers)”
which would permit the. persorial identification of such.students.or
their parents after the data so'obiaitied hes brsn collected,
(4D (). With respect to subsetions (c) (1) aad (c) (4) and (c) (3)
to the records of

all periot neies, or organizations desiring access to ¢ )
A udent hall be reqaired to Aigm & written Jorm. which ahall be kep
permanently:with the file of the student, but ouily for inepection by t

.parents or student, indicating specifically the. legitiniate educationnl

or other interest that sach: person, Sgency, or organisation has'ii seek-
ing this information. Such form shall'be available to parents aiid to
the school official :responsible for fecord maintenance ss’s means of
anditing the operation‘of thesystems. .~
“(1§) With respect to.this.subsection,:personal. information shall
aiily be teansferred to s third party on the condition that such party
will not rermit,gny other party to have: accees to such information
without the writtén consent of the parents of the student.
“(¢). The Secretary shall ’-dop:,‘.:lppggpriatq regulutions.to protect
.and their families in connection with
any surveys or data-gathering activities conduct j or au;
fharized by:the Secretary-or.an sdministrative head of an education
agency. Regulations sstabliskied wnder-this subssction’shall ‘include.
provisions controlling the use, disemination, and protection of such

,data. No survey or-data-gathering activities shall ba conducted by

the Secretary, or an sdministrative head of an education qenc{ under
an ns licable program, ‘unless such activitias are authorized by law
*( ? For tha purposes of this section, whenever & student
tained eighteen years of age, or js sttending an inei*
sccondary education the. pérmission or conm-: N
rights accorded to the parents of ths ~
required of and accorded to th-
“(s) No fundsah-*"* - \
gram unlese * f .
dente : '

. R . .
574 < PUBLIC LAW 93-380-AUG. 21, 1974 {88 Star.

«

Written request,

14

Surveys. ¢

N\ .

\ .-

be taken only if the Secretary finds there hasbeen a failure to comply

" - with the provisions of thissection, and he has dctermined that compli-

ance cannot be sscury v
. “(g) The Secretary shall
p boa
o)
violations of the provisiops

the purposs of investigating, &roeaun
[}

mndl:zvolunt' ry means,- -

ish or duigrata an offics aud review

within the Department of Health, Education, and Welfare for

revibwing, and adjudicating
his nch‘c;n and eomi)lainu ":'hich may

" e Kléd concerning alleged violations of this section, according to the
fAniere. 568" procedures oontlninl‘udin sections 434 and 437 of this Act.”, ¢

“Eitecuive date. () (1) (i) The provisions of this soction. shall -become effective

. 2oUsci23e  ninety days after date of efinctment of section 438 of the General

. e " ‘Education Provisions Act. L
R 0vsc 1% sgi)(i) This section may be cited as the “Family Educational Rights .
' netes and Privacy Act of 1074".

«
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- " Rules and Regulations

In spite of their apparent complexity, the laws enacted by, 1egislative
bodies seldom are specific enough to apply to all contingencies, nor do they
describe in detail how a law is to be enforced or ‘how a ‘new prégram is to

be implemented, Because the legislative process is issue-oriented and rela-
tively time-consuming, Congress has chosen to limit its efforts to the deter-
mination of broad policy and doctrinal matters. It leaves to the executive
branch (i.e., the adminjstration, including Cabinet departments, bureaus, com-
missions, and so on) the §ask of drafting the necessary volumes of detailed

rules and regulations. i , P
14 . .

The key document in which all rules and regulations -can.be -found is, the
Code of Federal Regulations (CFR). The CFR is to administrative rule making

what the U.S. Code 7s to TegisTative action--a document that is constantly
being amended but that contains information in easily located categories, much
as a library contains books cataloged by the Dewey Decimal System or a similar
scheme in order to help patrons locate books. .

Currently, Title 34 (a self-contained volume) of the CFR is the location
of most rules pertaining to education, and it is affected primarily by the
rule-making actions of the U.S. Department of Education (ED). If we were to
Took up Part 99 of this title, we would find the passages shown in sample 4--
the familiar subject of students' and parents' Fights,pf access to educa-
tional records. The fine print reveals, in this case, that these rules are
authorized by or founded on the same passage of the U.S. Code (20 USC 1232g)
that was altered by the 1974 amendments to the 1965 ESEA: the now-familiar
Buckley Amendment. -

/

-~

In other words, sample 4 is an example of rules and regulations that
contain verbatim portions of a law.that was fairly specific and that required,
or allowed, little elaboration.

K

Notice of Proposed Rule Making

[ 4

In other cases, Congress is not so copfining. -In fact, some laws may -
state only that "The Secretary of Education is empowered to promulgate regu-
lations to establish.a program to accomplish X-Y-Z . . ." or "Eligibilty for
grants under this title shall be determined by the Secretary using such cri-
teria as he/she shall establish by appropriate means . . . ."

When rules or regulations are established with this degree of adminis-.
trative discretion or initiative, a great deal of public participation is
sought. The principal vehicle for informing citizens about possible changes
to rules is the Federal Register. This document is published every business

, day of the year by the U,S. Government Printing Office. Individuals or orga-
 nizations may subscribe to.it or can find copies in most libraries.

"In effect, the Federal Register reports only those pa}ts of %he federal
rules that are undergoing change. The CFR is a record of the entire set of

‘
‘
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SAMPLE 4

RULES AS SHOW!: IN CODE OF FEDERAL REGULATIONS (CFR)

RN

ERIC

Aruitoxt provided by Eic:

-

PART 99—PRIVACY RIGHTS OF 1
PARENTS AND STU'DENTS

Svbpart A—Beneren

Bec.

9.1 Applicability of part.

9.2 Purposs.

9.3 Detinitiona,

90.4 Student rights.

90.5 Pormulation of Inetitutional policy
and procedures.

99 6 Annual notifioation of righta.

90,7 Limitations o0 walvers,

9.6 Veos

Subpert B—insportion ond Review of
’ Séuentien Reserds

Sec.

#9.11, Right to Inspect and review eduon:
tion records.

#9:12 Limitatiots en right to inspect and
review ‘education recorda at the postasc:

ondary level.

#9.13 Limitation on éestruction of educa:
tion records.

Subpart C—Amendment of Févoation Racords

»

99.20 * Request to amnend education ecorda.
99.21 Right Lo & hearing.
89.22 Conduct of the hcaring.

Subpart D—Dieclosure of Persenelly ldentitiable
Infermetion From Bducotion Records

$9.30 Prior consent for disclosure required.
99.31 Prior coneent for disclosure not re

quired,

99.32 Record of requests and disclosures
required to be maintained.

$9.33 Limitation on redisclosure.

$9.34 Conditions for disclosure to officials
of other schovls Zaic 25hool systema.

9935 Disclosure fo certaln Federal and
State officials for. Federal program pur-

poses.

99.36 Conditlons for disclosure In health
and safely emergencles.

99.37 Conditlons for disclosure of directory
Information.

Svbpert E—Enforsoment

$9.40 Office and review board,
99.61 Conflict with State or local law.
$9.62 Reports and records.
99.63* Complaint procedure.
90.64 Termination of funding,
99 65 Hearing procedures.
. 99.86 Hearing before Panel or & Hearing

Officer.
99 67 Initial decislon: final decision.

AvtHORITY: BeC, 438, Pub. L. $#0-247, Title
1V, s amended. 68 Stat. 571-574 (20 US.C.
1232¢), uniess Otherwise noted.

Bounce: 45 FR 30911, May 9, 1980, unless
otherwise noted.

L]

Subpert A—Senerel

1901 Applicabllity of part.

() This part applies to all educa
tional sgencies or inatitutions to which
funds sre made avallable under any
_Federal pregram for which the Secre.
tary of the U.8. Department of Educa:
tion has administrative” responsibility,

as specitied by law or by dalegation ef
authority pursuant te law.

{ousC.1230.109%) .

L

(b) This part does not lp'ply to an
educational sgency or inatitution 7
solely because students attending that
non-monetary agency or institution re
celve benefits under one or ‘more of
the Federal programs referenced
paragraph (a) of this section, i no
funds under those programs are made
avallable to the agency or institution
iteelf. . " Lt

(¢) For the purposes of this parnt,
funds will be considered to have been
made avaijable tc an agency or inatitu.
tion when funds ander one of more of
the programs referenced In paragraph
(2) of this scetion: (1} Are provided to
the agency or institution by grant,
contract, subgrant, or subcontract, or
(2) are provided to students attending
the agency or Institution and the
funds may be pald to the agency or in.
stitution by those students for educa:
tional purposes. such as under the
Basic Educational Opportunity Grants
Program and the Guarantced Student
Loan Program (Titles IV-A-1 and 1V~
B, respectively, of the Higher Educa-
tion Act of 1065, as amended).

(20 US.C. 12320)

(d) Except as otherwize specifically
provided, this part applies to educa:
tion regords of students who are or
have been in attendance at the educa-
:‘I{Q.nu agency or institution which

intains the records.

(20 US.C, 1333

$00.2 Purpeee.

The purpose of this perl s to et
forth requirements governing the pro-
tection of privacy of parents and stu:
dents under section 438 of the General
Education Provisions Act, as amended.

(20 US.C.12320) ~

8§93 Deflaitions.

Asased in this part:

“Act” means the General Education
Provisions Act. Title IV of Pub. L. %0-
247 a8 amended,

o2
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“ings, whereas the Federal Register is similar to a circular that lists the

federal rules that are in effect at a given time. Using the library analogy, ‘
you can think of the CFR'as a card catalog listing the library's total hold-

library's new acquisitions. . .

As soon as.the bureadcrats have drafted a tentative set of rules and i
regulations, they must announce them in the Federal Register as a Notice of

' Proposed Rule Making (NPRM). If you look at sample 5, p. .22, you will see

an ekample of an NPRM, in this case referring to the Veterans' Cost-of-

Instruction Program. Early portions of an NPRM contain a summary of the

significant changes. effected by the new rules, state how-comments can be

submitted, announce a deadline for these comments, and cite the authority / .
under wh1ch the rules will be issued. The latter portion of the NPRM then ,
quotes the. affected parts of the CFR (in this case, Title 34, Part 629) as

they will appear if the proposed Tules are approved as drafted.

* via the Federal Register (see sample 6, p. 23).

After the deadliine for submitting comments has passed (usually 90 days
after the NPRM is published), officials within the proponent agency consider
that all the comments have been received and make whatever changes they deem
appropriate. At this point, they issue the regulations in final form, -again

-

"

By comparing sample 6 with sample 5, you can see that the latter por-
tions of each have the same form, if not exactly the same content. However,
the regu]at1ons shown in sample 6 are des1gnated as final regulations and will -
take effect within only 45 days--un]ess serious objections are jnterposed by 1
congressional action. That is, the "speak-now-or- forever-ho]d-ycur peace" . o

period has substantially passed, and the administration is now iaforming the .
public. that ‘new rules will soon be in force.

To reveal the administrators' rationale for these final regulations,
the Federal Register announcement includés a summary of the comments received,
the agency's analysis of those comments, and a description of whatever action
was taken. These responses range from "No change is made in the regulations"
(circled portion A) to "The phrase . . . has been added" or "The reference to '
« « « has been deleted" (circled portions B and C), or they include at least
an explanation of how certain phrases will be integpreted (circled portion D).

o

’

Rule Making at Uther Levels of Government

Rules and regu]at1ons can also be generated at the state, regional, or
local levels of government. In general, state agencies follow the same gen-. .
eral procedure of notification-comment-final rule making, but their system for
publishing these rules might not be as elaborate--perhaps they may issue an
infrequently published circular or a newsletter only as required.

County and municipal government offices and local education agencies » ;
will likely use even simpler nieans for commun1cat1ng the intent rr details of
new rules. For example, the city traffic commissioner might rely on newpaper
accounts of his/her report to city council in order to notify the public of

\ @
o - 20 * ,
/ ~ | 5 -
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. i new parking rules. Likewise, a vocational administrator might announce 1n a
faculty/staff meeting that purchasing or personnel procedures are under revi-
sion and then invite volunteers to serve on a committee for that purpose.

In each case, the persons affected still have a right to expect that the
final rules and regulations eventually will appear in a written form available
.for public review, preferably in a codified, indexed document. Examples of
these are (1) the teacher/administrator certification standards often pub-
lished as an annual handbook by state departments of education, (2) the per-
& sonnel policies manual prepared by an assistant superintendent of a school
! district, or (3) the grading and admissions rules printed in a- technical col-

lege catalog. ‘ " o

e .
"

Plans

! Everyone makes plans, albeit sometimes in very informal ways. Individ-
uals, or key persons within educational instlitutions, often viewed the process
! of planning as a means to an end. This procgss was not always expected to
produce any formal document, other than perhaps a budget. °“However, legisla-
tive action and administrative rules now requine the development of elaborate,
formal; written plans at local; regional, and state levels. Let us look"at
some examples. ° R

‘ o Vocational education laws--The 1976 Education Amendments (P.L. 94-
' 482) placed particular emphasis on both planning and evaluation.
' Specifically, the law requires that each .state, in order to become
eligible for federal funding of any type, must prepare and submit
both an annual plan and a five-year plan.

These plans must first be reviewed and approved by a statewide
vocational -technical education advisory committee and by the state

1 board of education. In turn, each local educational agency (LEA)--
that is, a local, city, county, or joint school district--must prepare
its own annual and five-year plans if it, too, desires to receive funds
from the federal government--even if those funds are routed through-a
state education agency (SEA). ' -

\
(
{
: As you might expect, the LEA plan must be consistent with that of the
I
i

s . SEA. Thus, most state departments of education have organized a divi-
) sion.whose staff members must review LEA plans and provide technical
assistance to help LEAs comply with this requirement.

t o . , .

o Special education laws--The Education for A1l Handicapped Children
Act (P,L. 94-142) authorized the granting of federal funds to assist
states in providing free public education to all handicapped persons .
from ages 3 to 21. Just as in the case of the Vocational Education

! ] Act (VEA) of 1963, states become eligible by preparing and submitting

an annual program plan to the U.S. Department of Education.

In tﬁrn, any LEA seeking to receive funds under ‘the provisions of this
act must submit a local comprehensive plan for special education to

. N , k4

‘ ; . 21
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armount of the payment would be based
©oa veleran enrollment o0 April 36 Thus
sungle payment aysters would replace
the three-payment system now in use
This sew system would eace the

ol g and

ERI!

”
3 = p

a4

MCFR Pt &2
Vetsrans® Cost-of-nstruction
Payments Program

acency: Department of Education.

porting
mablc an {nsutution to plw ite program
sctivities more effectively,

(21 An amendment 18 proposed to
delete as unnecessary the section
entiled. Cntena for assessing the
adequacy of veterans’ programs.
preseatly found in 34 CFR Section
629 16. Many of these cziteria are
l!rndy covered in Section 829 11 of the

posed regulshoos.

(3) An amendment s proposed to
modify the definiions of “institution of
highes education™, “student™ snd

ACTION. posed ekung “undergraduate” to bring the VCIP
Nouce of Pro Rulem regulations into conformsty with
suMaAxY: The Secrlnry proposes to standard Education Depariment

smead the reg. for the V defi

Cost-of-Instruction Payments (VCIP) The curreat regulstions are stso ben
Program. The regulstions sre bewng amended to reQect the stetutory cbanges

amended 10 reflect the st tutory changes
In thé' Education Amendzents of 1960
and o reflect several adounistrative
policy decisions. The proposed changes
affect the elipbiity antenas the
requiresents of each grantee. asd the
peyment process The regulations bave
also been completely reorguuzed for the
purposes of nmplification and
canfcaton

BATES” Tceuments ous! be recstved oo
or befcre March 2, 1961

anontsses: Cooments sbould be

to Stanley B Palerson.

Office of tnkitutional Suppo-t US
Departmaent N Education {Rooe: 3814
ROB-3). 400Maryland AvenweS iV
Washingloa D C. 20202

POR PURTHER nonunon CONTACT
Staniey B. Puttersoa Telephoos (22,
45-2808.

SUPPLEMENTARY INFORMATION. The
Vaterans' Cost-of Instructon Paymeats
Program begea o 1973 as 8 formula

{n the Education Amendments of 1990
These revisions include

(1) The eligbility enteria are amended
0 that a renewal applicant wall oo
‘longer be eligible {f it merely mainians
fts undsrgraduate veteran enrollment. 3t
will be eligible. bowever, oS it veteran
enrolliment increases by 10 percent o¢ if
it meets the requirements of one of the
other pethods by which o recewal
applicant can esteblish ehgbiity

(2} An wshtution sccepling 8 grany
must now ake an sdequate :ffort to
carry out outreach actvities with
speciai emapbasis 0n serviceconnecied
disabled veterans. other disabled ot

adicapped vetersos. and incarcerated
veterans 1 sddition to educationally
disadvastaged vetersns

{3; tnstitutions are required to axe
an adequate effort 10 coordinate thew
actreues w.db the readjusimen.
coune\.n; program authonized under
sectiofi 620 of title 38, and with the
veterans employiment and training
inmnum suthonzed under the
Employment and

grasl prograzs which assists
of lugher educaton tn the provision of
educational services 10 velerans Crants
spport full tme offices of velerans
affairs which provide outreach.
recruitment, counseling and rstonal
services, and special programs for

repulatioes governing the VCIP propam
ts pnoted following thus preacbie The
proposed r.hruﬂ tn the reguistons
reflect the following ad

Thmuu Act and under chapters 41 and
(,ol ttle 38 in order to assis! & senng
the rudéun:mnt. reb.::’lhxu.on

POy

peeds of veterans

14] The enrollment cetling of 2500
andergraduste students below whuch sn
insutution can enter 8 CONSOILUWD
srrangezent is deleted This deievon
does nst pertan to the ceshag of 2500
andergraduste students below which an

pohicy deanicer
(1) An amendment ts proposed &
Semon 629 33(d) to pve Wsvtunons
af“ = 008 payDLnt ot the
the acaderic yoar The

need only matntain & full
timae office of veterans'a affowrs and
provide recrwtment and counselng
services

{5) The second category of veterans
for svhuch an mstitubos wili receive &

peyment s bresdened % cover veterans
whae have o servioe-cooneciad disability
o¢ who are disablad

(¢) The maximum grant o
utitution is lowersd froc $135 000 Lo
£3.000

17) The pecoscitage of funds which an
Insfitubion must use 1o cargy out the
soqubred sesviccs A ks popis s
Inareased from 75 pescent to 80 percent.
Savitation Yo Commaent:

intereated persons are innted !o
subm! and

q4 Yati
P 23

Written eommenu aad
recommendations sy be sent 1o the
address giveo st the begarung of this
preamble. A¥ coouments received on of

Soc.
€24 Ragulations the! apply se tae
Vi Coat-ol-L )

progam.
s205 Definitons st .mumv.‘m
Cost-of 1nstrection Faymen!

3 progran.
Subcact B—What Kinds of Acthvites Doss
e Aseiet under This
14

€911 Reguired activites
Subpart C=How Doss One 2pply for a
Grart?

62921 Apsbeation requiretoents

Subpart D—How Does the Secretary Maks

aGrant? .

€231 Calcalaton of costef snutructcs
paymenis

wt-mmuhxm

by 8 Grantes?

before March 2, 1081. will be dered  g2941 Expend

in the developmest of the koa) msmumlwrumm

regulations Act of 1963, a3 asesded (D US C 100e-1}
All comments sbrnitted {a response ualess Otherwisg soted

10 these proposad repdations waill be Subpart A—Genersi

avaable for public mspection, dunng
and after the comment peric . 2 Room
3514, ROB-3. 7th sad DStree: SW.
Waahington, D C betwees the bodrs of
&30 a.m snd 400 p m., Manday through
Frday of eack week emcip! Fodars!
bobdeye.

Asesscioct of Ediscatianal Impect

The Depcmm”rocdr!y requests
comments on whether the proposed
regulations in this docureent would
requyre bansmigsion of information Bat
'ﬁi&ybeu:s gprthered by oris

able Goxm any other ageaty or
authority of the Unted States.
Citation of Logal Authosity

A ciistion of statutory or ;rher legal
authority 1s placad ia parentheses oo the
hine Tollowing eatt substastive
provision f thése proposed regulations
t of Fadora! Domestic Asmstance No
84348 flgher Bducation Vatarras Contel
Instruction Pragran (VCIFY)

Ostod Docamber 22 4000
M’bl(.}ﬁl—‘n M
Secvetrry of Edecatwa.

The Secretary amends Tiile 34 Pant
620 of the Codr of Peders) Regalatioes
o 1ead an followx

§670.1 Vetarwrw® Cosl-otdnatncbon
Paymect program.

Thus program provides fudds to
tnsntutidng of higher education for the
educational needs of veterans Funds
are used 10 establisb ind raintain &
full-tune Gifice of Veterans” Affairs
whuch provides outresch and
recsuitment activitres tounseling and
tuicrial services. and special programs
for edacatonally disadvantaged
velerzns,

{0 USC. 160De-1)

$6232 ERglie purtien

(a) Cnterio for snutic) eligibiliry An
institioa cf higher education is eligble
1 sucelve payments nndn lhix partif
the numbet of d

. ted

wha are

benefits under chapter 31 or d.apm M
of title 34 Uaited States Code (ot wbo
bave d begefits under

V o subchapter VI of chapter 34 while
attending the [nstitution duncg the
acadecut year) equals st least 28 in
number aad atleast oae of the
following'

(1} 110 perceni of the aumber of such
quahﬁcd uadergrsduate veteran
studoals in stteadance on Apnl 16 of the

scademic yewr

{4 10 perceat of the total aumber of
undergraduste students in attendance at
the institutioo dunng the curren!
scadenmic year {f this aumber does Doy
canstitute s percentage of its

&uste students which is less
than the percentage for the preceding

Payment

academic ysar fallowing one during
which 1t bas receivad ssmstance under
this past will be eligible to receive
paymants under this part if—

(1] The applicant meets the critena for
ininal elipbility as defined in paragraph
(0) of this section.

(2) The applicant has & percentage
dechne in'the number of undergraduate
veteran students receiving benefits
under chopter 31 or chapter 34 of title 38,
United States Code. no grester than the
national parcentige decline in the

umber of undergraduate veteran
stadents enrolled in sl institutions ol
higher education since the apph
inihsl year of elypbility:

(3) The Secretary determines that the
spplicant is making a reasonable effort
to recruiit enroll and provide necessary
services to veterans. taking into
connideration the extent 10 which the
number of persons referred to in
parsgragh (a) of thys section falls short
of meeting the ratio cvtens set forth in
thet parsgraph

(¢} Cnteno for renewed eligibility An
applicant which bas qualbified for |
payment during soy preceding fiscal
year bu! subsequently became
inelipbie. is eligible to receive payments
ung*z shis past f—

{+' "t appiicant would heve been
eligi _ had paragrapb {b) of this section
been in effect when the applicant
became inebpble

{2) The applicans bas had a full ime
office of veterans’ affairs since its last
year of particapation 1n the program; and

{3) The sppropniations made availeble
dunng the fiscal yeas 1n which the
award would be made ae 13 excess of—
1) $14.380 000, or (u) the arount
requested i the President s budget,
whuchever is grester, by an amount
sufficient to make payments to all

1ng the reg
paragraphs (c){1} apd (c){2) of this
section

(0 USLC 1670e-1)

' .

~ Schoo) or departments of diviuty and
proprietary institutions are not ekgble
to recelve assistance under Lus part
(OUSLC 3070e-1)

$6294 Ragrienons thet apply 10 the
VYatecane Cost-of-instruction Payments
program. |

The Educatiga Department General
Admunistrative Regulations (EDGAR) tn
34 CFR Past 75 [Direct Crant Progrars)
and 34 CTR Part 77 {Definjions) and the
nguhuomclf tus pan 823 apply in the
v

ot odix which
Iuwlmlarndn.mdmnzm

tb)Cntt’r:alw lig1bility
high

Psyments
program.
(30 USC 1570e-L 3C8. 1131}
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NOTICE OF FINAL REGULATIONS IN THE FEDERAL REGISTER
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DEPANTHENT OF EDUCATION Rosponse No chungs i made 1 the ] with the req ender the terms of oduca
togulaticas. The program's dats bere U.S.C. 1070e-1(8 {1 A). Section o0 bly ':":.'I:m“. Yy Do,.t::’:‘h ."::A:.nrhlh
34 CFR Part 629 sontaine past sarollment laformstion 020.31(b) of the regulations eddresses provisicns do met coatais this tegulatery However,
v ) besed ea an April 18 countiag date. $tis  the calculetion of payments and allows  sestyiction [ of the propesed regulations
sterane’ Cast-of-inciruction mryww-puo'aldauwm waterun students to be counted “who Responss. The phrase,”. . .snd 0 has boon laduuuuouug
Program cwreat date % detarmaice .wbulry have ever teceived educations] whom services required ander the terms vislon, and sn0th risk the
aszer Depersmest of Education wlu:un.mdunecnnu pu it n‘x’slde;a‘ h Vor dum:;ﬂn‘“mam&“ rn.daunhlmmwr tod a8
beb of chepter 34 of Tius 38 scosssible. $2031(b) The thoa in § 620,
sndon T RESSISIITG. SUGUIR SRORRSG. Srmhienit
d oo not warrant its os ] at an institution of
regulationas for the Veterans® Costol- ;Cmmml One comwmester questionsd  1(bX1KB) sectioo concerning the calculation of m’: sducation ea st l:n o ball-time
lesmcnon Peyments VT Poprim. B L e o O e hgulations sdequalaly wi —he ot tac quaetionsd
reflect the dumnvt; the program ' adequats effort to canry out outreach maks a5 adeq mtﬂoﬂ l.nl Ibility 0‘ 100" pervices. e fo paragraph (b) rether
Rt;h-’.::ld;!z &Mxm”‘ - m“:fdﬁ . 'P‘d"_I;:M oo outreach urvicu with 8 upedll COMD:M Oﬂd.mwll qu(:h ::So.”wh : () :).2. ul::;(“‘d
- wmen payments are ma
13 refinrt soveral pdmintstratve policy  O19d recent reductions th VA b-*ﬂu wheo the statuts reads Coler dmbled intecvals of sarollment (full-time, three-  togula
decisias. The changes gffect the fo incarcersted vaterans and s bandicapped veterans " qwmnnc.hl!’n-e)mlmthn- to peregreph
epbuty criteris, the required actinties, :":’gf P""‘d nts be incrsa Response The phrase “other disabled &a0verall peroeatage of sarollment. Blio 'w“d) of the proposed
and the paymext process. The s the coel 0 gerving hase vHLeTis  gr.” hay been added to § 20.11(bi(2) of Resporse, No change Is made 1a the P-M'Phlcih
reguiations heve 8150 been reorganized {‘”‘"m‘m -‘d'”ﬂh‘ the reguletions for the purpose of regulations. The statuts for the mM-
for the purposes of simplification and PP e P eng clarification. See 20 US.C. 10708- Vetorany M-!nl-!n which goverss lum(b)d'hmw"
danfication b “l‘::ltutory nznhua‘ns s“cn.n.l.w” t g(cN1)CKii) the p ('nd. wu ) M;d lhu and, g9 8 result.
SPSCTVE SATE: Uness Congress takes Comment Ooe commenter askedtf 12 Yotarans (Tie 3. States §om31(c toos is
mldzmme:t: mnr.hmu USC lm-l(c)(l)(C)(lu). the Secretary nf'!duubonZli;d the Code}) and ta \h blli‘ by which VCT § } ﬂﬂ;’[‘g}":"g‘»m
rct 45 toa oY Admini Vi
htch:d.nll-ﬁ:Ilm':t:un?w llﬁ.lrlthn 1 ;mu:‘ 3 “w,,'q‘m'd mm&:-wmmmrb- Malting section n the final regula
Ynow {f thers bas becn a change to the  Yhch brielly ou the servioss by thestatute uasiecstime, end hall- ) )
oftective date of these tegula call wﬂdodbythovmnu Costcf Resporse The original u..(s,cgmmq.m). bch ™M C ¢ One azked why
) wnlv. the Bepuu:m of quanmm hutncﬂon P The the Veterans® C:c‘:-ol lmur:f::l;:m o 1n addition. o!hcrhldwl sducation - achoold will 20t recstvs additional
coted! At » Future date e od-hy ypariofthe Bts Program wers created {0 1673 time computations  payments undes § 620.31(a)2) for other
Certtany will publish o notice i3 th activiies deinaated th 20USC. 10700- ta ronan) B o the or Calculating enrollment information. ~ #had service-connected disabled
; P e BocE o b 1(:)(1)(C)mlndudodhthuncﬁm Veooneut tation with 8 o The use of this meth " whan the statute allows
d‘"‘:';l, ‘L‘z’ ung the ellective the regulations. sterany A:!'-;hlnlamtion. o & part of the Depnmnont's :ﬂm 10 additiooa] peyments for service-
regulations. Baponn No change & mada in the :ﬂb.:::n:nd OP:;:::;;ETOMQ d Y P d disabled and other
POR PURTIER IPORMATION CONTACT regulations The first saction of the b ‘lnlbo Inistratf velerans. The commente:
Ste Pattersoo. Telepbone: (202} lanocs [§ 6291) abrosg  TD final ragulations will be foiady Z::nnlmct for tnstitutions of higher my ol Hpems W
T il satemaa caticing socve of of whose boen defined.
PPLEMENTANY BPORMATIONC the services provided by the program. "l 'l“’“‘ -‘W""““"' Yol assification b cn & balf, three-quart R Section 828.31(b) (former!
Sumssary of Comonssts and Reep o wigrimmibrrmr TG sembses e Ona oamen . w.‘:ﬁ“'w""‘ adecgraduste d
sterans’ One
mhomnmopeudnulmm meazs by which all scrvices ate Cozument One commenter atked Wy 4541} 425.51(eX3) of the prop vetoran stadents who have ever
setting forth the proposed amendman F‘Dv\dcdtonunnakdmw § €29 11(bj{4) of the proposed regulations be clarified to explain that dved educationa) sl
b T e et Mty Oy RN S T
elerans -irstructon Psyments utann;sndopadd tion programs relatioa to scusgnen are In sddition to those dunder  chapter 34 of Title 38 or who have &
Programs was published tn the Foderal 1o drawn from subsection (cXINCNf)of  ©ounseling program when the statute § 20.31(sX{2) secvice-connectad disability as defined
Rogistar 00 Zecember 30, 1960 the statute (20 US.C. 1070s-1). The mors  Gites “Section 612A of Tige 38 Rotponase. The word "additionss"has  ia Sectica 101(18) of Title 34, Ualted
Interested persoas were tavited 0 ectivities dalineatsd 3 0US.C.  Aewponse. In § 620 11(bJi4) of the been inserted [a § 620.31(b) (formerly Ststes Code, or who ars disabled In
SOt written comments and 10700-3{c NI XCHL}—{cX1YCY.¥) are not proposed reguletions. an erronecus l m:l(n)(z)] to clartfy tho -nnln‘ of  accerdance with the dcﬂnmol of noar-
recommendations withio $0-days. of secoodary tmportance. Ho . radarence ta made to Secton 620 of Tite “For service-commected with respect to
Severas cotzments were received mmhd-dedhthm 3. United States Code The correct yequirement. & lnnahrn—& disabllity ta Bection 101(27) of Title 3.
concerning the proposed regal they are atready nkmc‘: h Section 612A nf“l'ide 38, and Iol!nvdu addit payments * ¢ *° wu s(.u. Code.”
[] ﬂb( ‘&dem . m'-'db"d.:."dm e porkin| &lh;).ub;'alm e d o Section 101(17) of
Dumbet © seggeations were d Yy lm:l[b)dtbcmondnlda 'nd.a.u ted States Code, mow
txcorporeted tato the regulations. The .u;;bm nqdnmuh 1) caz(-) 1(cIXCHv . whichreads, "No rrlcnuvfl!.lbl dndbnt‘.l regulations with respect to
TeIponse to sk COMBAD! I$ PVIT regelations C One q made to grantess for stadents who are determinations of disablity wader 20
below &-mm alrmnm-som the 54 of the term. “vocstions] ot full-time, three-quarier-time, oc half- US.C. 10700-1(b)1)(B}.- This section (s
C Seversl Uly recsiving subchapt rebabllitabioa subsistence.” tn time students.” The commenter citod the  Sew coaslstent with the statuts’s toteat
geesboned the caaice of Apru 18 as the hmﬁumu-mwubdwiym § 620.31{a)(1) of the proposed statutes’s probibition of peyments fer to allow paymants for other disabled
counting date wnder the new one- regulations were restrictad whea the reoqulationd when the statute refers caly  less than half-time studeats but voterans i addition 10 “service-
paymect system {§ 820.8). An enrtier statste sllows additiosal pcy-nn!u 0 “vocational rebabilitation.” quastionsd the stanriery besls fee ched™ disabled
mnuauvoulddnmdnw m-hhnm ty R \f to p‘znnubn-dotsud
more tine to prepate hohapter V or benett *vocationa] rebatilitation subtittence™ m
ndltwmudpnbcnrpcmcnlol . No change 4 made i the iu § 829.31(0) hao beeo Geleted 8 ol stud wbo d oa st
Zducation Wore tise 1o process the mmmm.)dm. mnuylnvhwnﬂhedaﬂnldon"f I.nuhl!-u..buh.\‘h-nrlﬂud
spplications and mail the award potices.  regulations epecifies the types of “yeteran” P ager i g ¢
K would sls0 allow mary iestitubons to  vetersns which cas be comatad for the Comment Ope commenter asked wky  informats lun deaial
reflect lugher vrtersa emwoltment of determining if ¢ tnetitstion  peymants will be aade oaly for those convenleace both blhnupm—dcl
statistics, o . This vrteran enrollmes:t welarans “1o whom services required Education and to Institetions of higher
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.the SEA. This local plan must devote particular attention to inter-
agency planning, usua]ly with a local rehabilitation services office.
In most cases, the LEA is expected to use VEA funds for direct instruc-
tional services of a vocationall nature, but it should use the special
education funds to,provide (or contract for) the provision of related
services--such as transportation, recreation, medical diagnosis and
screening, speech pathology, or psycho]ogy--that aid the special adu-
tation student.

o Comprehensive Emp]oyment and Training Act (CETA)--Since the first
CETA Act of 1973 (P.L. 93-203), the’ objectives of CETA grants have
os¢illated between public service employment (counteracting cyc]1ca]
unemployment) and specific vocational training (hélping "hard-core"
unemployed pepsens develop marketable skills).

Une trend has been constant, however. There has been an increas-

ing emphas1s on local codperation among employment security offices,
economic development agenc1es, rehabilitation services offices, and
vocational-technical institutions. This interagency cooperation is
fostered- at the state level by the specific requirement that a planning

committee meet four times per year, with representation from (1) the

community college board and/or board of higher education; -(2) the state
. advisory council for vocational education; (3) the CETA employment and

training council; and (4) administrators, teachers, and board members
\at the local 1eve]

Similarly, P.L. 94-482 (the Educat1on Amendments of 1976) requires that
a State Occupational Information Coordinating Committee (SOICC) meet,
consisting of members from the state board of education, the department

of rehabilitation services, the bureau of employment secur1ty, and the
CETA agency. - .

It should be noted that, at the time of this writing, funding for

CETA programs has been reduced, and its future is unclear. However,
government-sponsored efforts of this type will likely continue in some
form, and you should both keep abreast of these efforts and take advan-
tage of these opportunities for cooperative planning and collabora-
tion.

A1l of these plans, regardless of the statute or regulation that insfi-
tutes them, have several procedural points.in common. First, they require the
participation of representatives from a broad base of agencies and institu-

tions, involving varied interests, .resources, and purposes.

Second, they require the recopnciliation of the objectives of a plan at
one level with those of a plan al adjacent Tevels. This does not necessarily
imply that a plan of an LEA or a multicounty district must comply with an
existing statewide plan. In many cases, quite the contrary could be true--
the state plan is a composite of the local plans that it comprises.

Third, planning is 1nextr1cab]y associated with intergovernmental fund

transfers. The existence of a formal plan is a prerequisite for the receipt
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.', of funds. Subsequently, the plan itself becomes the rationale by which funds
; .are turther allocated or the criterion by which a decision might be made not
P to. fund certain activities. / ) .

Finally, the planping process involves both rational and political mech-
- anisms. To the extent’that (1) information is accumulated and analyzed and
(2) alternatives are generated and then compared in terms of their antici-
pated outcomes, the process is rational. However, the presence of conflict
(not everyone's ideas and objectives .can receive top priority) means that
the process must also become political, requiring negotiation and compromise.
Furthermore, the planning committees have a-political aspect in that their

members are usually appointed by elected officials.

constructive Intervention in the
Law/Rule/PTan Development Process

The. law- and rule-making processes described on the preceding 3;ges are
open. As an administrator of a local inStitution--yea, as a voting, taxpaying
Citizen--you have the right and the civic duty to influerte the development of

. laws, rules, and plans in whatever way your conscience and intelligence may

direct. Let's lgok at specific means at your disposals. X :

Gaining Access to the Legislative Process

‘ | pérhaps the points of entry to legislative action have already occurred

. to you. The most direct one for you is to seek access to a legislator. Since
i this: approach--contact with an individual--1s common to all three situations
(lawé rule, and plan making), we will discuss it in more detail shortly.

1 -

: ‘Second, you have the right to ask to present testimonx_regarding/pending
‘ legislation. This testimony could consist of a personal - appearance before a
R committtee of congress or the legislgture (see sampTe 7). Alternatively, it

’ could consist-of written remarks, a summary of a research project, or even a

L thoughtful, relevant article from a professional journal, which you submit for

: the committee members® consideration at their leisure. .

, Third, you alone,. you and several colleagues, or you working through a .
formal association can become proactive rather than merely reactive. It is
feasiL]e actually to draft a bill and then to ask a legislator to sponsor it

or tolwork together with him/her to write a bill that meets your concerns and
f5llows the needed format.

Fourth, as a modification of the bill-drafting step, you can contact a
legislator or a subcommittee and offer to assist during the markup of a bill.
Markup is the rewriting process that often takes place after hearings have
been held but before the bill is reported out of committee. Remember that
most legislators are specialists in the pecu]i@? language of the law, but .
' they are still laypersons in terms of the particular subject matter of the
' legislation. If courteously approached, they might welcome your assistance




- ’ SAMPLE 7 .
TIPS ON TESTIFYING IN A LEGISLATIVE HEARING

a

e

. o Prepare a written statement with copies for committee membegs. Use the
statement as the basis for your presentation; however, you may wish to speak
from a good outline or to alter the order depending on the style that suits
you ‘or the remarks made Py previous speakers.

o When you arrive, ask for a witness slip; fill it out and return it to j
chairpersgn. . .

. Ideﬁtify yourself‘aﬁd begin with a concise statement of your position on
the bill and your main reasons for support or opposition.

o Refer io'specific code’ sections and line numbers in the bill so the com- .
mittee can follow as you speak.

e Choose facts and data that relate to the points you want to stress and
select those with which committee members can identify. Be careful not to

_ distort by your selection of statistics--your -credibiTity and accuracy are
important assets. /

e Point out_specifically how the bill will address the problem. '
« Speak slowly and clearly”so you can be heazd. " ' '

e Talk to the committee only, not to the audience;; ) ,

- S i
p

e Don't rgpéat points that have been covered adequately by previous wit-
nesses. i /

s

o Be prepared for questions from legislators, but don‘t feel you need all
‘the answers. When you don't know, say so. If answers can be found, get
back to the questioner. i

3

© i

'SOURCE: From “There Ought'a Be a Law," brochure published by the Ohio League ;
ot Ycmen Voters, Columbus, OH, 1981. ) ' '

3.




o . -
‘ in expressing desired concepts in language that is clear to those who would be
. affected.

Finally, you can issue a news release, call a press conference, or other-
wise make the public aware of an issue and thus stimulate their contact with
legisTators in whatever manner they choose. ) ;T

/ . ‘

: Gaining Access to the Rule-Making Process

As in the legislative arena, you can seek access to those officials who
. will be drafting rules or regulations. This contact could also result in
| something akin to markup, whereby you submit -proposed language for parts of
- the proposed rules. .
, Finally, you have the same right as other citizens to respond to Notices
of Proposed Rule Making, following the procedures described when the NPRM
.y appears in the Federal Register (or following similar procedures when state

governments or other agencies issue tentative rules in analagous ways).

participating in Planning Processes

Again, you should seek to communicate with those who.will be developing
state, regional, or local plans. ‘ :

13
‘ More directly, you could seek appointment to those advisory or governing
committees that are assigned a planning function. °

-Third, you should respond, in either an individual or institutional -
capacity, when planning committees ask for information on which to base plan-
ning decisions. They may seek documentary submissions or oral testimony at
preliminary sessions.

Fourth, -you should review copies of plans whenever they are issued in
‘draft form by a committee. The committee usually asks for comments at this
stage, using a device such as an NPRM. If you have an opinion, express it,
and substantiate it with logical sets of data or arguments. .

Keeping Informed .

; . It does no good for you to express opinions for which you have no factual
basis. Nor is it prudent for you to contact a legislator or government offi-
cial about a matter that is not currently under discussion or (worse yet)

that has already been decided. Therefore, you shou)d know what iriformation
sources, such as the following, are available to help you keep abreast of law-
and rule-making activities:

Legislative directories. These directories list-all members of a legis-
lature, their district, political party, committee appointments, and mailing

2




address. They also show who are the legislative leaders: speaker or presi-
dent pro tem of each house, majority and minority leaders and "whips," commit-
tee and subcommittee chairpersons. (See sample 8.)

i
Legisiative information office. This is a service provided by the legis-
lature itself, often through a toll-free telephone number, that provides
up-to-the-minute information on the status of a bill: whether it has just
been introduced, has been referred to a comnmittee, is in hear1ngs, is on the
floor of a house being debated or is awaiting ‘the President's/governor's
signature. .

Clerks of the house and senate. Similar information about the status of
bills is available from the clerk's office of each house; the bills' numbers
will also be listed in the legislative directory. Upon request, the clerk
will send you a copy of a bill in its most recent form.

Legislative status chart. These charts are provided in the newspapers

. of larger cities on a weekly basis (probably daily in the capital city paper)
or in professional periodicals such as the Chronicle of Higher Education and
VocEd, the AVA journal. In many cases, such a report will also list those
comm1ttee.hearings scheduled for the next one to two weeks.

Organizational brochures. Your professional organization is 1ikely to
maintain a roster of key legisliative and administrative personnel, as well
as current information on bilis likely to be of interest to you. General-
interest citizens' lobbying groups, notably Common Cause and the League .of
Women Voters, also maintain this information (although over a broader range
of topics). They also prepare voting records and brief biographical sketches
of all legislators.

General news media. Political news is one of the key focal points of
newspapers, news magazines, radio and television programs, and association
newsletters. Read such articles closely, however. Headlines often make it
appear that a law has been enacted, whereas the fine print might state only
that a key committee or caucus vote has occurred. As you know, with your new

understanding of the full legislative cycle, "there's many a s]1p between the

cup and the lip." Many a bill, after having been reported out of committee
with a favorable recommendation, gets tied up in po]1t1ca] disputes and never
becomes law.

Communicating with Public Officials

The basic means by which we traditionally interact with the legislative
process is through letters to legislators. The same process is also an effec-
tive means for interacting with other officials involved in rule making and
planning. In either case, your communication efforts ought to be broadened
beyond writing and beyond making contact only when you want something from a
particular legisiator or official.

{

I .
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(.ons1der what approaches you would use if you were attempting to sell '
that sane person a product or service. First of all, you would use the most
persona] medium possible--a private meeting, if possible. Next most effec-,
tive would be a group meeting or a personal phone call. A personal 1etter,
perhaps even a handwritten note, would be almost as satisfactory. Only when ' .
you wanted to "blanket" a large number of persons (with small hope of response
from any of them) would you resort to a form letter, a mass-produced flyer, or .
an unsigned brochure--but you wouldn't really expect either a high volume or a
desirable quality of response when using this technique. *

Next, you would like that person to know you in: roles other than as a
salesperson. You would speak to him or her at your place of worship, at club
meetings, whenever you met on the street. After you sold something to the
person, you might call periodically to see if he or she is still satisfied
and to ask if you can help in any way.

2

The same is true in relations with your congressman/woman and state
]eg1s]ator. Try to become acquainted with them in routine settings--at social
occasions, in regular meetings of groups in which you share an interest, or
in special get-to-know-your-legislator sessions. If nobody else sponsors such
an event, plan one yourse]f through your institution or professional organiza-
tion.

Invite them to visit your institution--for an open house, for a spec1a] \
event such as vocational Olympics, or just for a private tour. If they're
coming to make a presentation or receive an award, be certain to notify repre- ‘
sentatives of the press and invite them to cover the event.

The object is for you to provide something of value to the legislators--
visibility, prestige, appreciation, or information. Then it's a fair bargain
when you find it necessary to seek their support for your views about pending
laws. A prominent reta1]er has commented, "There's no such thing as a good
sale, only a good buy." If you can demonstrate to the legislator that be]ng
assoc1ated with your school, college, professional group, or cause is also in
his/her interest, you are more likely to be favorably received the next time
you visit, call, or write.

Beyond these general principles, there are some specific points to follow
if.you do find it appropriate to send a letter to a public official. Sample,9
shows the format your letter should follow. Sample 10 contains some useful
guidelines on letter content and good correspondence manners. -

Acting Systematically

Regardless of the extent to which you choose to become involyed in law/
r.le making or planning or the manner in which you contribute information or
express your comments, your activity will be more effective when you act as
part of a system. Th1q system could be an organization as formally structured
as the American Vocational Asseciation (AVA) or merely an informal meeting
among you and your fel.ow administrators on a specific occasion. '




@ . SAMPLE9
SAMPLE FQﬂMAT—LETTER"TO’A’MEWBNGhEsso

© ’ ' ” ' "
(Personal Stat\onery or Plain Bond-Paper, - 7
Not. Institutional Letterhead) e ’ :
, . : i N — .%“_\\{:uu“. :
‘Your Address -’ "
Date o L o e
/ . . ) ' 5. ;
/ . . -
The Honorable - ) ‘ ‘ v
House of Representatives [U S. benate] ’ . !
Uffice Address, if available
Washington, DC 20515 [Senate 20510] .
1
Dear Congressman/Congresswoman [Senator] X
Introduction . - Identify yourse]f. C 'ﬁ', ‘ E
' - Make brief reference to your occupation, ‘
bus1ness, ‘or organ1zat1on. T
Purpose of Letter - Explain why you are Wr1t1ng¢
- Refer to-bill by name and \pumber., . 1f
. appropriate.
; N - Give facts and/or figyres to support your
_ views, ‘
Closing ﬁ\- Request -a rep11>1nd1cat1ng ‘his/her p051t1on

\\regard1ng the 1ssue.

{
- fh nk the member of Congress for h1s/her
con iderat1on of your position.

\
4
1

=2

necerely,

Your Na

SOURCE: From leaflet published by Ohio Vocational Association, Columbus, OH,
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- SAMPLE 10 ‘
/ | POINTERS ON WRITING A LETTER TO A LEGISLATOR

1 - %
1. Bastc Fundamentals:

» The letter should be timely--Somecimes a bill is out of committee or has been
. voted on before a letter arrives. Inform your Congrzssman/woman while thera is
time to take effective action.

» Be reasonably brief--Every working day the mail carrier leaves the legisiator 150
or more pieces of mail. All of this mail must be answered while studying legisla-
tion, attending committee meetings, and participating in debate on the floor. Many
issues are complex, but your opinions and arguments stand a better chance of being
read if they are stated as concisely as the subject matter will permit (e.g., 1-2
pagfs in length). It is not necessary that letters be typed--only that they bq
legible. * .

o Identify the bill of issue--About 20,000 biils are introduced in each session of
Congress; it is important to be specific. If you write about a bill, try to give
the number or popular title (e.g., truth in lending, minimum wage).

2. Uo's When MWriting to Legislators: .
/

o Be constructive--If a bill deals with a problem you admit exi;ts, but you believe
the bill is the wrong approach, do not hesitate to suggest a more logical approach.

e Write your own views--A personal letter is better than a form letter or signature
on a petition. Many people sign a petition without reading it to avoid offending
the circulator; form letters are readily recognizable--usually registering the

sentiments of the person or lobbying group prepariny the form. Form letters often ¢
receive form replies. , *
» Give your reasons for taking a stand--Statements such as "vote against H.B. '

1003 I'm bitterTy opposed™ don't help. But a letter that says, "I'm a vocational
teacher, and H.B. 100 will handicap our high school program for the following
reasons . . ." tells more. Perhaps the legislator didn't know all the effects of
. thé bill, and your letter will help show what it means to an important segment of
: ‘ his/her constituency. v

o If you have expert knowledge, share it with your Congressman/woman--Of all the
; letters pouring into the office of a member of Congress, perhaps one in a hundred _ i
comes from a constituent who is knowledgeable on that subject. The opinions .
expressed in the other letters are important and will be heeded, but this one is
a real gold mine for the conscientious member. After all, in the next few months
he/she will vote on farm, defense, transportation, space, health, education, hous-
ing, and veterans' bills, and a host of others. He/she can't possibly be an expert
in‘all these fields; many constituehts are knowledgeable in some. Their advice
counsel is appreciated. N

Say thank-you when it's deserved--Members of Congress are human, and they appre-
ciate an occasional "well done™ from people who believe they did the right thing.
But even if you think he or she voted wrong on an issue, he/she would still welcome
a letter.

. ,

\‘

~_1

SOURCE: \IEFOm leafTé"fﬁusthed by Ohio Vocational Association, Columbus, OH,

1981,
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ERIC | ,

Aruitoxt provided by Eic:




&

. a.

bon‘ts When Writing to Legislatg;s:

“ e jon't pretend to wield political influence--Write your Congressman/woman as an

Also, Keep These koints in Mind:

[N

3. '/

R Don't become a “pen pal“--When legislators send out a newsletter appealing fof ’

more constituent mail, they are not soliciting quantity, but rather quality. One of
the pet peeves on Capital Hill is the “pen pal” who weighs the mail down every few
days with long tomes on every coriceivable subject. . -

IndividuaT--not as a seif-appointed spokesperson for your neighborhood, community,
or industry. Unsupported’claims to gglitical influence will cast doubt upan the
‘'views you express, “

« Don't demand a commitment before the facts are known--1f you havé‘w?itien~a‘per-

sonal Tetter and stated your reasons for a particular stand, you have a right to {
know the gurrent thinking on the issuet Writers who demand to-know how a. legisia-
tor will vote on a bill should bear legistative realities in mind. On major bills,
thete are two sides tg be considered, and you thay have heard only ,one. The bill may
be"100 pages lona with 20 provisions in addition to the one you wrote about, and -«
he/she may be forced to vote on the bill as a whole, weighing’ the good.with the bad.
It makes. 1ittle sense to adopt a firm and unyielding position before withesses have
been heacd or a study Has been made of the bill in question. .A bill rarely becomes
a law in the same form as. introduced. It is entirely possible -that you would.not
support the bill in the form in which it is finally submitted to the floor.

Don't make threats or promises--Mepbers of Congress usually want to .do the popu-
Tar thing, but tnis 1s not their only motivation. Nearly all, the members -want®to
do what is best, for the country. ﬁr‘ters have the privilege of'making assgrtions,
but such assertions rarely intimidate a conscientious member and may, in fact, gen-
erate an adverse reaction. The Congressman/woman would rather know 'why you feel so
strongly; the reasons may change his/her mind. ) . .

bon't berate your Longressman/woman--Youcan't hope to persuade a member of Con-
gress to ccept your views by calling him/hgr names. If you disagree with-him/her,
give reasuns for your disagreement. Try to keep the dialogue open.

.

Spell the lzgislator's namé and title correctly.
Be neat aud legible. ' o . !
Identjfy yourself and your purpose for'yriting. -
Give a prief rationale fof.your request or position. I
Seek a reply trom the legislator. i .. .
Ask to be put on his/her newsletter list.
Close with'a thank-you, & *
When he/she replies, WRITE AGAIN! R
Compliment h%m/her or encourage his/her reconsideration of ghe issues..,
Maintain close communication--try for a personal appojntmeﬁt. Jy

. N .
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What such a system does for you is to extend your capabilities to sense
the need for political activity; the system provides you with_ additional eyes.
and ears. For example, the publications of many profess1ona1 associations
routinely carry articles or editorials a]ert1ng their members to the need for
action or concern about many political issues. Moreover, these same periodi-
cals usually contain routine news about the status of many bills currently
under consideration by legisiatures, Congress, or executive bureaus, enabling
the reader to decide for him/herself which matters deserve attention. 1In a
less formal manner, you might learn of pending legislation, rules, or plans
from a friend at another institution, from a former colleague who now works at
the state capital, or- through your personal reading of business or general-
interest publications such as the Wall Street Journal or Newsweek.

Once spurred to action, you can likewise use a system to amplify your
response--as a louder voice or'ystronger arm. The professional association
accomplishes this by enlisting the efforts of its many members or by synchro-
nizing their activities. In the case of several such organizations, profes-
sional lobbyists cqp,be retained or employed to work d1rect1y with legislators
and officials. YoU can assist these efforts too, if by no lother means than
paying your dues or contributing directly to special lobbying campaigns or
political action committees. ,

On the informal side of the picture, you can likewise ask your friends *
or colleagues to support your efforts in persuading officials to act (or vote)
in certain desired ways. Alternatively, you can express your opinion publicly
and hope that the parents, organizations, and general citizens of your area
-will agree with, you and add sheir voices to yours.

¥ ' ) ; >

Summary e

|
I

This information sheet has described three different forms by which pub-
lic policy is expressed: laws, plans, and rules and regulations. The means
by which they are developed differ somewhat, but the resu]ts are all related.
Laws are enacted by the most formal process provided by American government--
legislative deliberation in the hatls of Congress or a state legisiature. The
skeleton of law is fleshed out by rules and regulations, wh1ch are authorized
by legislators but are actually drafted by administrators w1th1n federal ,
state, and local governmental departments. Finally, both 1a§s and rules
a]]ow, or reqwire, that sgate, local, and regional bodies cooperate in the
deve]opment of Elans, usually regarding the systematic de]1v§ry of important
services such as vocational education, rehab111tat1on, or health care.

The p]anh1ng process is designed 'to be espec1a11y part1l1patory, with
citizen involvement invited at many stages. That fact should not diminish the
fact, however, that 1eg1s]at1on and rule-making activities are likewise intén-
t1ona11y open to public view and influence. Citizens Jdn genera]--1nc1ud1ng
local -vocational techn1ca]«adm1n1§trators--shou1d feel we]coqe to add their
two cents' worth, , .
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. The wheels of government are not guided by a sinister unseen hand;
neither must they necessarily grind relentlessly over individuals or small
s institutions. A fundamental tenet of democratic political syStems is that
governments rule only with the, consent of the governed. Ignorance and apathy
are at odds with this tenet. The information in this learning experience
should help you overcome'any information gaps you may have perceived, thus
dispelling ignorance. Through practice, you should also be able to develop'a
positive attitude that can likewise combat apathy.

¢ L N
- - . . . 1\ N
You may wish to visit a legislative session. This could be -
. (1) a floor session of one of the chambers (senate or house- of
representatives) of your state legislature or of the u.S. Con-
gress or (2) a hearing_of one of the committees of gither body.
You or your resource person might want to contact your legisla- ,
\ tor's office to secure a visitor's pass (if one is required)
and to learn the schedule of sessions and hearings. )
© - . . Ly .
Try to secure in advance a copy of the bill being considered.
When you attend, observe ‘the various procedures used. To
help structure your observation, you might wish to prepare in
advance a 1ist of the things to look for, such as the follow-"

‘l' // ing: * , v

. %EHSR$" « how many legislaturs are present?. How. they seated
- \ ’ (e.g., according to party affiliation and seniority)?

: g \’ s e What is the cyrrent status of the bill (e.g., first Hear-
ing, reconsideration, recently reported out of hearing,
nearing final vote)? ' ‘

e Was the bill introduced in this chamber, or has the
- other chamber :already acted-.on it ’

e Is a floor Teader or organizer of support/opposition
‘apparent? Are any tactics--such as trivial -amendments, (\\\\:
' roll-call votes, or-calls for quorum--being used to delay
action? .

Y

o Is much substantive action evident, or do you suspect
that most of the discussion, deliberation, and persuasion
is taking place behind the scenes? :

~

N




-
5

/ Optional

Activity

T 4

/-—;

-
I Opticnal

\Actwny '

]

L 4

5

You may wish to simulate (1) giving testimony at a legislative ‘
committee hearing or (2) receiving and considering such testi-

mony. ‘ T ;
Organize some of your peers (preferably those working“under the
supervision of the same resource person) into a mock committee

of the legislature or Congress. Decide which bill (preférably

a real one, perhaps dealing with a vocational education issue)

you want to discuss. You and ,jour péers can take turns serving

_as (1) members or-the cha1rperson of the committee and (2) wit- .
‘nesses giving testimony before it. “

=

The witnesses may portray themselves or play the roles of

actual persons-or positions (e.g., the executive director of

AVA, the chairperson of a state board of education, an educa-~

tional consultant, or a former student of vocational educa-

tion). However:, the information presented should be accurate

and current (e.g., data on the employment rate:of graduates of

“T.& I programs, the rate of minority participation in health
occupations, or per cap1ta expenditures for students in tech- .
nical co]leges) . i

Based on the data presented orally to the moek comm1ttee (or
contained in documents given to the comm1ttee staff), you and
your peers could also develop a committee report containing .
proposed amendments and a statement urging passage of the bill.- .

P L 4

You may wish to arrange through your résource person to visit *_
an official who is involved in making/rules and regulations

or developing official plans., This miight be a member of the
executive branch at the state or fedéral level or a member of

a state or regiona] planning commission staff. s .

During your v1s1t you m1ght want %o seek answers to questions
such as the fo]]ow1ng « /
4', . .
o Where do most of the ideas:originate that become enacted
into laws, ru]es/regu]atiqns, or plans?.

e What is and has been the role of individual vocational-
technical administrators in affecting pending law and
policy? What is the role of professiocnal organizations?

e In what form does the official prefer to hear from con-
stituents, lobbyists, and others having information or
comments about pending;'laws?
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,I Optional :

‘o

Feedback

You may wish to visit a meeting of a community organization
(e.g., chamber of commerce, labor union, or League of Women
Voters) that involves itself in political advocacy. -Try to
determihe what issues they are concerned with, what their
positions on these issues are, and how they organize to make
their feelings known to the appropriate legislators or other

-of ficials.

-

Write a letter to (1) a member of Congress or a state legisla-
tor about a pending bill, (2) a state or federal administrator
about proposed rules and regulations, or (3) a state, federal,
or local official or planning committee member about a pending
plan dealing with vocational-technical education or related
matters. :

Conduct whatever background work you feel is necessary to bet-
ter prepare you for this letter-writing project. For example,
learn about the bill/rules/plan itself, study the existing laws
and policy that would be affected, get to know the person to
whom_you are writing, ‘or whatever.

In order for your resource person to evaluate your competency,
keep records that show the process, as well as the product, of
your efforts. For example, keep notes of your research, a log
of preliminary contacts you make, a 1ist of the documents and
persons from which you sought information, and so on.

Finally, prepare your letter in final form, ready to mail to
the intended official. Then submit it to your resource person
for evaluation. (He/she might very well recommend that you
send it intact or might suggest changes to make before you
finally dispatch it.)

After you have prepared the letter in its final form, submit it
to your resource person for review and evaluation. Give him/
her the "Letter Evaluation Checklist," pp. 39-40, to use in
evaluating your work.







Name

Date

LETTER EVALUATION CHECKLIST

Directions:, Place an X in the NU, PARTIAL, or FULL box to indicate that. each

of the following performance components was not accomplished, partially accom-
plished, or fully accomplished. If, because of special circumstances, a per-

formance component was not applicable, or impossible to execute, place an X in
the N/A box.

LEVEL OF PERFORMANCE

&« '
& 3
%o Q’ «0

2

v-
&

In researching the issue affected by the proposed
Taw/rule/plan, the administrator:

1. secured a copy of the bill, the proposed rule/regula- N S
tion’ or the draft p]an...............................C %

" .2. studied the existing Taws, rules, or plans that Lo
would be changed or superseded by the proposed ones.... O OO0

3. acquired related information and literature from a
professional organization, governmenta]‘erartment,
colleagues, or other educational institutionSeeceseocee

U

OO

In selacting an appropriate individual to whom xp address . 1
the letter, the administrator: R ..

\ e .
veoee 0P
< ‘:Es\i
- e

4. followed one of the following courses of act;bn:

a. identified a legislator representing his/her own
district or belonging to the committee to whom
the bi]] was assigned........................‘.......

lll”
N 3 «
et c

00O
O O
O O

b. determined which official was the proponent of a
proposed rule/regulation.ceceeceecescccccccoccccces

:Ile
- el -

c. identified a member of a planning committee or

itS Staff.ooooooooooooOooooooooooo.oooooooooooooo;o

5. got acquainted with the addressee by such means as a
phone call, personal visit, or introduction by a mutual

associate.oooooooooooo.uooooo.oooooooooooooooo.oooooo.o

S —
'. '

N

o 0O 0O 4d

O O

?

39




LEVEL OF PERFORMANC‘
N {
.8
e & &

6. inquired through a professional organization or 1obby-
ist about the addressee's professed views or voting
record, on this subject or his/her reputafion for being
able to persuade colleagues on important matters....... [ [ [J [

When drafting the content of the letter, the administrator:

7. identified the pending bill/rule/plan by a-specific
title, number, revision, or other clear labelececeeeese

00O O
0o O
ululls
1 00 O
11. clearly urged the addressee to take a definite posi- ‘

tion or certain action that was timely, legitimate,
and Constructive....................................... D D D

8. stated a clear position toward the entire document or
Certa.in “arts of .it........‘.............................

9. cited relevant facts and figures or the opinions of
notable, informed leaders in the fieldeeececocosecscocece
10. stated how the proposed law/rule/plan would affect
the writer and other consStituentSeeeeececccocecocoscocce

O O o 0O

[

12, requested a reply and thanked the addressee for
hiS/her t.ime................0..........................

O

o«
-’J

Wher preparing the letter in its final format, the
administrator: ’

[

OO

13. used persondl, rather than institutional, stationery...

14. spelled the addressee's name correctly and used the
correct address and title (e.g., "The Honorable u
.ifa ]egis]ator)......'.....................’...........

OO
OO
0O
OO

15. typed legibly and spelled all words correctlyeeececceese

16. identified him/herself and his/her position.eeeecceeccecse

O000
ogoao 0o

17. did not exceed a reasonable reading length (1-2 pages).

Level of Performance: All items must receive FULL or N/A responses. If any

item receives a NO or PARTIAL response, review the material in the information
sheet, "Developing Laws, Rules/Regulations, and Plans," pp. 9-35, revise your

letter accordingly, or check with your resource person if necessary. ‘

1
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Learning Experience |l

‘OVERVIEW

Enabling

Objective

@

v d

/ Optional _
Activity ’

/\\
! !
I Optional _
‘Activity '

L
/

-

Feedback

After comb]eting~thg required reading, Critiqueﬂghgrpérfgﬁéa
mance Of an administrator in .a given. case study in préparing
and submitting required reports. S

. 1
- - . -
N . L
P54 . v

-y

You will be reading the information shéet, “Breparing.’ -
and Submitting Reports for Internal or. External Uses," - -
ppo 43"'56. B . X “’ -

You may wish to interview an officfgl-pf.é state, ﬂoéa1,iprf

educational agency who frequently prepares réports. h s

. ' \‘ + . /
. ‘

R

You may wish to examine the instructions for one or more
reports regularly prepared by administrators or teachers.

v

»

{ .
You will be reading the "Case Study," pp. 59-60, and cri-
tiquing the performance of the administrator described.

You will be evaluating your competency in critiquing ‘the
administrator's performance in'preparing and submitting
required reports by comparing your compléeted critique with
the "Model Critique," p. 6l. /

i [







‘ Activity For information about (1) why educational institutions are

f required to prepare and submit reports and (2) how the admin- .
' jstrator can perform this task more easily, accurately, and
efficiently, -read the following information sheet. :

PREPARING AND SUBMITTING REPORTS
FOR INTERNAL AND EXTERNAL USES .

J

Let's face it. The need to prepare reports frequently is not well
received in administrative circles. There may not be any way that the
information in the next few pages can counteract the connotation of evil

, that seems to surround long pages filled with blanks, accompanied by reams
of directions in fine print. But let's try. .

‘

Purposes of Reports /

If you must think of reports as evil, then try at least to perceive them
as necessary evils. In fact, let's begin by considering for a moment why we
have such things. Four of the most prominent and frequent rationales for
reports are these: planning, funding, compliance, and control.

‘ Planning. Reports for planning purposes might be retained within an
institution or sent to ap agency at the local, state, or federal level.
Analysts at these levels can summarize the data from many institutions and
detect trends that might indicate an impending need for new programs, build-
ings, resources, or knowledge. To facilitate these comparisons, however,
information must be prepared in consistent form--consistent from year to year,
from institution to institution, or from state to state.

Reports submitted for this reason often include such data as enrollments,
) degrees or diplomas granted, room occupancy rates, and community/feeder school
census figures. . J '

¢

Funding. Most public educational institutions, as well as many privately
supported ones, receive funds from at least one level of government. In most
cases, the distribution of these funds is based on the number of students
enrolled, usually classified according to type of program, grade level, or
degree of special assistance required to overcome disadvantagement. The fund-
ing rate might also depend on the costs actually incurred or the institution's
degree of support for special needs programs.

Therefore, reports submitted for, funding purposes, include such items as
enrol Iment data, financial records, and descriptions of activities desivned to
aid students needing special tutoring, support services, counseling, or finan-
cial aid.




Compliance. Many of the governmental poiicies affecting education have ‘
been enacted to carry out broader social programs that are deemed to be in
the pub]1c interest. Thus, educational institutions--just like the armed
services, municipalities, and major government contractors--are required
to- fol'low practices that reflect fair pay for equal work, safe working con-
ditions, sound childhood nutrition, human dignity, and equa] employment/
advancement opportunity, without regard to race, economic leve], religion,
sex, or physical impairment.

Reports having a compliance basis, like the two other types alréady
mentioned, also call for enrollment data. These data must be classified not
only with respect to vocational program and special needs but also in terms
of areas related to the social program in question: minority status, gender,
age, family income, veteran status, high school completion, physical impair-
.ment, prison record, and so on.

Compliance reports often ask for narrative descriptions of plans made
and actual activities undertaken to resolve areas of previous noncompliance.
For example, a college that formerly had no women faculty members might be
required to state annually not only what percentage of the instructors are
female but also what efforts it had exerted to recriit interested women, how
many had applied or had been interviewed, what their qualifications were, and
what starting salary had been offered them. . /

In many cases, "compliance" could mean that an institution is demonstrat-
1ng, through a final project report, that is has accomplished the several ‘
tasks it had agreed to perform as part of a grant or contract from a govern-
ment agency, private foundation, or corporate firm.

Control. Finally, reports can be used to exert administrative or fiscal
control. In many cases, local administrators generate and use these reports
internally. tor example, teachers submit class attendance or enrollment
reports on the Virst day of class. Administrators can use these almost imme-
diately to adjust the size of classes in order to give teachers nearly equal
loads--or at least to provide enough chairs.

, .

Treasurers or business officers prepare spending reports on a regular
basis (usually monthly). By comparing these with budget figures, adminis-
trators can detect expenditures that are h1gher than planned and impose
new limitations to ensure that funds will not be overdrawn. Conversely,
review of these reports can reveal a department that is spending far less
.than expected, precipitating a reexamination of activity levels and, perhaps,
allowing a reallocation of funds.

Similarly, by analyzing placement data, administrators could determine
that new efforts need to be made to help students find appropr1ate JObS. Or
they could examine "time cards," noticing that one department is using a ‘ot
of overtime and hiring a new employee to help staff in that department accom-
plish their work more readily.




. ,‘ Established Reporting Systems‘

Since statistical data are so often used to make comparisons (whether
with the past, with other institutions, or among states), it is useful to
have data systems or taxonomies that provide common definitions of the items
.reported. The National Center for Educational Statistics (NCES), a part of
the U.S. Department of Education, accomplishes this purpose to a certain
extent. Its glossary of definitions and the formats of its reports determine
to a large extent the definitions and formats used by state departments when
requiring reports from 19ca] educational agencies. ,

Uther efforts to achieve commonality and usefulness of data were af fected
by two notable federal laws: The Civil Rights Act of 1964 and the 1976 Amend-
ments to the Vocational kducation Act of 1963.-

The Civil Rights Act of 1964 required that all federally aided educa-
t1onal institutions provide ‘race and ethnic data to the Higher Education
Genera} Information System (HEGIS). (Provision of data to HEGIS was formerly
voluntary.) HEGIS also provides information about enrollments, faculty
salaries, finances, and facilities for postsecondary, degree-granting insti-
tutions. HEGIS is valuable insofar as it constitutes a reliable and con-
sistent source of information for long-term comparisons. However, many

:

educators believe that its categories pertaining to vocational education

are too broad, and its methods,of securing information too slow, to provide
.timely, useful data for day-to-day decisions at the state or local level.

. Therefore, the National Vocational Education Data Reporting and Account-

. ing System (VEDS) was viewed with some interest when it was formed by part
of P.L. 94-482--the 1976 Amendments to the Vocational Education Act of 1963.
Finally operational in 1978, VEDS includes information about vocational stu-
dents, programs, program completers and leavers, staff, facilities, and
expenditures. The data categories were designed specifically to serve the
National/State Uccupational Information Coordinating Committees (NOICC/SUICC)
and programs under the Comprehensive Employment and Training Act (CETA).

VEDS involves a uniform set of forms by which the states must report
this information. Unfortunately, the states have often have seen fit to
modify these forms when securing information in turn from local agencies.
When combined with differences in timing and means of collectiny the infor-
mation, these actions jeopardize somewhat the commonality of the data
obtained. ’ .

The State Uccupational Information Coordinatiny Committees (SOICCs) have
been mentioned twice in this module: here and on p. 24, The SOICCs and thejr
national counterpart, the National Occupational Information Coordinating Com-
mittee (NOICC), were set up by the Educaticn Amendments of~}976 to develop,
implement, and coordinate an occupational information system. OUne of the
responsibilities of the SUICCs is to link those who use and those who develop

labor supply-and-demand information.
{




directly or through agencies with which it collaborates--by specific occupa-
tions for areas within the state. These statistics are often presented by
standard metropolitan statistical areas in the state, sometimes with all other
areas lumped into the category, "balance of the state." SOICCs and their col-
laborating. agencies can also provide professional analysts who can "treat" the
relevant data for you and draw from it the conclusions you need.

—

Tips for Preparing Reports

Perhaps these suggestions will seem simple, even trivial., Nevertheless,
much of the distress associated with reporting could be avoided by following
them. ’

Read the directions. In most cases, the directions closely accompany
the report torm, often being printed on the back (see sample 11). This might

~ mean that you always have to keep an extra copy of a blank form handy to avoid

.constantly turning the one you're filling out over and over. So be it. (If
you ever join the bureaucratic elite and are responsible for designing a form
yourself, remember that little annoyance. Give your colleagues a break, and
print as many of the directions as you can on the face of the form--especially
data ~ntry codes (see sample 12). .

As of this writing, each SOICC can provide employment projections--either ‘
|
|
|
|
|
\

If the directions are more complicated, they might be included in a
separate booklet (see sample 13) or printed in a regulations book or general ‘
procedures manual or faculty handbook.

shop. This allows the creator/user of a report to meet directly with those
who provide the information and prepare the feeder reports. Ideally, these
persons would all work together to develop the instructions, or even the for-
mat of the report itself, in order to accommodate everyone's needs. If this
is not possible, the workshop setting at least gives the report preparers an
opportunity to ask questions about ambiguous directions or to practice filling
,out some sample forms. )

|
|
|
The ultimate in thorough direction-giving i¢ to hold a meeting or work- |

(A side effect could be that an official, knowing that he/she may
encounter some irate report-filler-outers face-to-face, will simplify and
shorten the report, require it less frequently, or otherwise make the report
more palatable.)

7

Submit the report on time. Directions usually highlight one item very
prominentTy--the deadTine. Uon't just finish it on time; start it on time.
Study the data irequirements closely and anticipate how much time will be
needed. Then add 20 percent to cover interruptions, your secretary's illness,
blizzards, or interference from sunspots, and mark your calendar accordingly. ‘,

Few administrators have only one report to prepare. Gather together the
instructions for all your assigned reports, and construct a master calendar.

ﬂ. ‘
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SAMPLE 11 ' =

4

.~ 'TYPICAL REPORT FORM

/

(FRONT OF FORM) : ’ (BACK OF FORM) .

T T TR ey T T Section F '
< A ‘ SECTIONF e e e Financial information . )
' FINANCIAL INFORMATION
AWWBW&MMW Teacher Educaton Amounts expended to
PAST EXPENDITURES CATEGOMIES PROJECTEOD EXPENDITURES which estmates the major 3xpenditures for tho upgrade the professional development of
FOR PROGRAM OPEAATION FOR PROGRAM OPERATION proposed occupebonsl programs The format for occupetonsl statf, @ g, conference attendence, .
- deacnbng the tentatve budget appeers on the travel, etc.
' . folowng page To réort past and projected federal Research and Demg. “rabon' Amounts expended
s INSTAUGTIONAL SALANIES [ state/locsl expenditures, the categones isted bolow  for davelopng new o paut Programs in occupebonal
S - e e can be utized These are tho same categones acucabon ]
e . s utized by agencies n prepamg the Avudl . Cumcukm Development: Amounts expended to
' N ' Informatort Report (VE 500 senes). Improve, upgrade CUmicukam, or Invbate new
JHSTRUCHONAL EOUIPMENT | occupabondl ciasses.
: eI On preparng the tentatve budget for the Loca P, :
3 - L Rl S 8gencies shoukd: . v
1. Report expencitures from the precoeding fiscl - !
B ) OIWER INSTAUCTIONAL COSTS v year's Annudl Informaton Report (VE'S00 - s
. T T T T shnes) n the left-hand comn,
' i - . a  Bvmentary Districts Informaton appsers .| ¢ -
¢ in Row 1 on the previous VE-500E
. ) GUSDANCE AND COUNSELING I T b. Secondary Distacts, Unk Digtcts,
- s - — « Communty Coleges and State
, s: Informabon appears n Row
ADMINISTAATION SUPERVISION 1, on the previous year's VE-501
- : - AND EVALUATION e e 2  Estmate expendtures for the prepared Plan n
— 5 e o - R the nght-hand cokmn,
~ 3 Agences are asked to ostmate the cost per
e TEACHER EOUCATION S — m Obtan mdﬁ:uwo by dwdng the totsl
- > i - o el estmated expondtures by the estmated .
number 0! occupsbonal unts generated by
- RESEARCH AND DEMONSTAATION e your agency
- R ] e At T o Usng the same categones Jsied n the Annual
Informaton Report (VE-500 sexies), agences shoukd
— _ CURRICULUM DEVELOPMENT R ~ report the totel fedor/statelocal expendiures for
—— B . o e ST e the folowng categones
' nstuctonadl Sakries Amount pad to 6ocupatondle
staft for ther services, 6 9., SHNES. H
$ . e e TOTAL ftmasd ooy 8) L Instructonal Equpment: Amounts expended for
- - Ut nstuctonal equoment, 6 g , desks, toolg,
Other . e
AL s RO ANS taseemmntt - which are not sopicable to saanos o equoment. -
R B .- - - - 0 g, utibes, mantenance, sgace rentd, etc . .
' Gudance and - Amounts expended for
ESTIMATED COST PER UNIT DF CREDIT s mmmmmwmm
Hine 9 drvatrd by Line 10V e s et s oooUpationsl ProJrao, @ 9., selies, testng, career
nformabon, folow-up studes, etc.
Admeustraton, Supenvision and Evalubon .
Amounts expended for sekaries of admnsatve,
supervisory, and evakuaton personnel N occupatonsl
: educaton
\
Q N Ve ;
ERIC , : o
B i v " |

O
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\ A TYPICAL REPORT FORM -
" (INSTRUCTIONS on SAME SIDE)

B .

SAMPLE 12~

. STUDENT CLASSIFIC

nIo-T

1

{

{ncu FOR VCCATIOUAL RIIIBURSENCHT

SCUESTLR

(61 DATE !
T

: HANE OF COUASE

In tho disedventagsd ond handicappod co
botton adction of thias pago that bost d

PERICO OR DLOCK tusToucToh

iurn, plece ono {or'more) of ths nunbars found st the
pccribes tho student's d!ndvnntagod or hondlc-pp-d

handiceppad.
6. A person’ who
dieturbaed.
R parecn who ie orthopodicelly
impeired, B

is emotionally

N )

3. Petticipant of paront of participant
ie recipiont of Public Aid.

4, Participant i3 {nstitutionalized or
undor stato guardianship.

eftustio, Plosse liet ocach student in| slphabeticel order by’class (Senmaors first) Lhu. wed
fn your closs at mid-semsstor
' - ~ HANDICAPPLO DISADVANTAGED SERUXCES
- YEAR IN] (Place nuabor(s){ (Plece numbor(s) (Pl-co nunbore
NAIIC OF STUDENT nir SCHOOL | from -below.) fron below.) from balow)
1
3, . .
. 5, g
A 8, 1
(3 ! [
0, ) { . ’
12, :
3 "
A, ~.
15, T ' A
16, i
17, /
18, ! B \
1B, *
0, « |
IR g
r‘:nmcuupto CRITERIA DISADVANTAGED CRITERIA ‘
1. A VSUrwn vho is mentelly retarded. A, Econonic |
2, A —b-non ‘who ia herd of heering 1, family income h st or beloy povorty
3. A porsonjwho is doef. lovol. N
4. Has e Opgech inpeirment. 2, Perticipant, paront, or guardian is
5. A parsonjuho ie visvelly unenployod.

8, Other health
9. A person who
A person who

iopeired.
is desf and blind,

1. Spn'chl Counseling eezvices
2. Paychological ssrvices

Js  Sociel tork sarvices

4. Sposch and language services
5, Bilinguel services

6. Spocisl resource sarvicae
Fecility modificetion

8. Schoduling modificetion

9+ Curriculun modificetion
Hatoriels modificetion
Cercaer Resource Center

Poer helper (tytorisl services)
Spocisl Occupationsl program

Steff training (Inservice)
Cless size = ?lomr than average)

Hoalth eetvicos

Other (explain)

ie nultiply handicepped. 2,
Person with spocific loesrning disebility. 3.

steff confersnce {teachar/teachar){tcacher/couvnsolor, studont/teacher)

8. Acsdenic
1. Lecks rosding ekille.
“Lecks writing akille.
Lacks mathonatical ekille.
4, Perforns balow grede lovel {2 grados)

Co Limitod English Proficicncy
‘ 1. “A porson vho has limitod English-
cpoeking ebility.

k4

Teating, SUslustion, speciel diegnosis of -tudont of pmgl‘m
Special sudio-visusl madie materials

Individualizod instructional packeges

Aruitoxt provided by Eic: ,

—
LN
LAY
‘ 3
~
.
1
1 v
.
'
f
1
S
vy
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[ _ SAMPLE 13 ' v
/ . t . TYPICAL REPORT FORM, . -
/ (INSTRUCTIONS PROVIDED IN- SEPARATE DOCUMENT) :
| o J . " ' - - .

—— e T

luSTRucndNS == Part 1V - OCCUPATIONAL PREPARATION ENKOLLHENTS
EI This Part provides data on lith and 12th grade students who can be reported
{ in a specific 6-digit OF code vocational program. \

‘In general: ’ .

= the {nstructional Erograns you should include on this Part are those
claimed on thé VE-5 Form during 1380-81 for which you received reim-
bursesent, except 09,0130 which s reported on Par_t 111,

- the students you should fncluce or.this Part are those 11th and 12th
gracers who have nut been reported on Fart 111 in a general program
ares (unless they are 03.9100 Part 111 enroliments), s

- you will be reporting an annual cumulative enrollzment count and 2
m\xbcount of progran completions. .

Program Enrollments (Line 1).

Part 1V enrollments must be unduplicated by 6-digit OF code programs. (See

\ Instructions « Part Il - Exardle b for directions on possible duplicated
reporting of §9.0100 Students). After determining which Specific llth and
12th grade students should be included, the following steps should be used
to complete Part IV Program Enrollments (line 1):

1. Enter the appropriate 6-digit OE program codes and program n;\rﬁes in
colum 2. Your-approved and reimbursed OFE program cocdes are to be

. used to feport Part Iv enroliments except the following cooperative
education codes: N

01,9902

Agricultural Coop.

04.9902 Marketing (D.E.) Coop.
07.9902 Health Coop.
09.9902 Home Economics Coop.
“14,9902 Office Coop.
17.9902 Industrial Coop..
18.9901 Cooperative Work Tratning (C.N.T.)
18.9902 Interrelated Coop.
« 18,9906 Special Education Coop.

In 11eu of using these OF codes for reporting cooperative enrollments, use
the program ccde most closely related to the.datest Job held by each stu-
dent. Refer to the attached Tist of statewide Approved Occupational Pro-
grams o locate a prope¥ code. Students you were unable to place in a jod
can de reported on Part Lli line 9, 18.00 Otner. Repurting by tris methud
will provide a better picture of the actial training these students .re
recefiving. . .
Al other enroliments should be reported by a'§-digit OF code for which yéu
recelved approval and reicbursement for FY 1981, Review the définition of
unduplicated headcount (See Defini%ions - Part Iil).

ERIC *° -

PAFullToxt Provided by ERIC

¢

2. In Section.A (1ine 1, column b) report the total unduplicated eprollment
for eacn program. N - N

. a b

3. In Section 8 (line 1, colum c through 1) distribute the enrollments by
sex within racial/ethnic category. All students reported in Section A
should be included. If a person refuses to identify his or her race/
ethnicity, use institutional fdentificition and assign one of the.valid,
categories. ’ e

L]

4. In Section C (1ine 1, column m, n and o) report any of the students in
Section o have been identified ad handicapped, of limited English
g;oficiency (L.E.P.) and disadvantaged. (These students are not neces-¢

rily being provided specia) services through vocational education, but
they do fit the criteria for identification.) Students should be reported *
once in eath category for which they have been identified, {.e., the same
student can,be reported as handicapped and L.E.P., or handicapped and dis-
advantaged.” Do not repory the same student as L.E.P, and disadvantaged;
while L.E.P. is a separate category for reporting, {t'is actually a type
of acedemic disadvantagement and the source of funds for providing services
{s the same federal set-asilie as for disadvant.agedéervices. (See Defini-
tions = Part II1 for Special Needs criterfa.) .

.

5. In Section D repoFt the subcount of students who .were enrolled in coop-

erative education courses/prograns. R
~ 1
Program Completions *(Line 2): ! N .

For each program in which you are reporting enrollments, report the Subcount
of enrollments which fit the definition of program completer, enter the data
on line 2 for Section A, B, C and D. '

' K ]
Not all enrollments can be considered completions. Those students whd do not
take all courses which are considered by the institution to be an integral
part of'the program should be reported only ..s enrollments.

Most 11th grade students should B¢ reported-only. as enrollments. Only if an
11th grader has actually completed & defined vocational progran by the end of
the 1980-81 school year should he/she be reported as both an enrollment and &
completion. . .

.
-

Do not report apy student as a completer.who gns not also reported,3s an
enrollment, to be considered a 1980-B1 completer, the student must have been
enrolled at least one term during the 1980-81 school year.

After determining which enroliments also fit the definizion of completer, the
following tteps should be Jsed to complete Part IV Program Completers (1ine 2):
1. In Section A (1ine 2, colum b) repdrt the total completers for each )
program, ~ '

2. In Section B (line 2, column c throuch 1) distribute the completers by
' sex within racial/ethnic category.

[
]

<,
[
i




3., In Sectfon C (1ine 2, coluza &, n and 0) report the counts of completers
| who have been identified as handicapped, of limited English proficiency
and disadvantaged.

4. In Section D {1ine 2, column p) 'report the number of completers who were
enrollea in-cougerative education Courses,programs.

IMPORTANI: Keep 1n @lud tnat the stucents reparted as cumpieters be.ome part
- of the foliow-up universe for next spring.

If your districtsis scheculed for an on-site visitation during FY 1983, you
will be involved 1n the foliow-up process during the Spring of 1982. This
process can de simplifiea if you zaintain an accurate revird of the students
reported as FY 1981 cocpleters and the characteristics as reported in columns
b throuwgh p. You will be reparting these saze ftess in addition to survey
response ftess,

The students included tn the survey will be those reported as 1960-81 corpleters
on this report and students you can identify as program leavers at the time you
conduct the survey. Program ieavers mill refer to dnyone who was enrolled
during 1980-81, was repurtec vn Fart iv as an enrolicent, was nut reported as a
vocational Program compiewxs, ana has since left the fnstitution without having
finished the program.

For exarple, on the FY 1381 report an 11th grade student is reported as an
enrolizent in Stenography (14.0703). During the fall tem of FY 1982, this
studen® doas not re-enroll at your institution and you determine that he/she
did not take all courses needed to acquire entry-level job skills. This student
would be considered & prograz leaver from FY 1981 and becomes part of the group
to be surveyed.

BALANCING -- Part IV

v

To double-check the accuracy of your Part IV errollment and cospleter report,
the following conditions should be verified:

1. For each prograz (1ine 1 enrollment) colusn b should equal colurn ¢
through 1.

2. For each-program (line 2 completers) colum b should equal colum ¢
through 1.

Xo balancing'steps can be perforwed on coluen =, n, 0 and p since the entries
are subcounts of the progran enrollment. However, each column should be equal
to or less than the total for each line.

Since line'2 completers are also counted in line 1 enrollments, all entries on
line 2 should be equal to or less than the associated line 1 entry. They will
only be equal if a\l Jrogram enrollnents are also coapleters.

'

ERIC _‘ -
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DEFINITIONS -- Part IV

{See Definitions - Part 111 for unduplicated count, racial/ethnic cateqories,.
special needs (handicapped, 1imited English proficiency, and disadvantaged)).

Cooperative Education - a progran of vocational education for persons who, by
written {and on file] cooperative arrangements between the school and employers,
are employed and receive compensation, receive instruction, including required
acadenic courses and related vocational instruction by alternation of study in
school with a fcb in any occupational field. However, these two experiences
xust be planned and supervised by the school and employers so that each con-
tributed to the person's education and his or her employability. wWork periods
and schocl attendance may be on alternate half days, .full days, weeks, or. other
periods of time in fulfilling the cooperative program. '

Occupational Preparation Programs - a planned sequence of courses, services or
other vocational education activities specifically associated with a 6-digit OF
code, designed to meet specific vocational objectives.

Program Completer - a student who finished a planned sequence of courses,
services or activities designed to meet a vocational occupational objective
that teaches entry-level job skills. This percon zmust have met all the require-
ments of the institution for program completion whether or not he or she grad«
uated from the institution. When applying this definition, analyze only the
extent to which esch student finished a vocational program. Use your dise
cretion to determine whether 2 student has &cquired entry-level job skills.
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Your stqte department staff might provide you with a "comprehensive" list of
deadling; dates (see sample 14), but it usually includes only the reports they
require you to prepare. Combine it with other assignments, calculate when
“formula dates" fall each month (e.g., third working day of the month, every
Friday, or second week of a fiscal quarter), and post them on one taTendar.

If you use a desk calendar, form the habit each morning of checking sev-
eral days ahead. Un a wall-chart calendar, scan a whole week or month at a
time, especially before a planned absence for a conference or vacation.

Routinize and automate. After just one experience with a report,
you should be far wiser and more prepared for the next encounter. Prepare
worksheets on which constant or relatively stable data are already entered.
Alternatively, make a photocopy of the report from the previous period. Then
"edit" it with current figures before submitting it to a clerk for retyping
on a clean form.

Better yet, if you have the institutional capability, file the report on
a memory typewriter, enter it into a word processor, or write it as a computer
_program. In each case, you can then devote your attention to only the vari-
able data and save time thereafter by not having to retype the "boilerplate”
words that surround the vital, changing statistics.

R o

Modify your information system. Closely akin to the routinize/automate
advice is this tidbit. Look at all your reports and devise a way to accumu-
late the units or bits of information in a central place. Then aggregate or
summarize them in the unigue way required by each report's format. In other
words, don't require every student (or teacher) to fill out a separate form
for each kind of.report you have to do. You've merely multiplied your own
burdens to others, not spread or diluted them.

To facilitate this process, you can employ a master enrollment or re,is-
tration form. Construct it so that it can be coded for computer processing
yet looks attractive to the subject and provides enough space for the sought-
for entries! The "hard copy" of the form could be passed along from student
to tr cher to administrator to data-entry clerk until all the data are entered
(see sample 15).

mMaintain confidentiality and trust. The requirements of social programs
often seem contradictory. Compliance reports might ask what proportion of
your Job applicants or student applicants belong to XYZ category, yet you're
not allowed to ask them--at ‘east, not directly--lest that status appear to
influence the employment/admission decision.

kven if you are fair and impartial, you must still take extraordinary
steps to assure your clientele of this attitute. (Consider dental health
professionals. They not only keep their hands scrupulously clean; they
also make an open, almost ostentatious, display of washing them within the
patient's clear view.) . .




@ SAMPLE 14

CALENDAR OF DEADLINE DATES

, CALENDAR OF DEADLINE DATES
o 1980-81 SCHOOL YEAR

. ILLINOIS STATE BOARD OF EDUCATION
DEPARTHENT OF ADULT, VOCATIONAL AND TECHNICAL EDUCATION

*

I3

Prior to implementation  Addendums to the Local One and Five Year Plan due
of program in the Department of Adult, Yocational and Technical
Education qffjce. ‘ :
60 days prior to A11 Special Funding Agreements due in the Department
{mplementation_of of Adult, Yocational and Technical Education office.
Special Funding Egreements
November - December Sub-Regional In-Service Workshops on funding and
. planning. !
A
w December 1 Claime for ALl symmer sessions, elementary programs,

3t term claims for secondary, post-secondary and
auult programs due in the Department of Adult,
Vocational and Technical Education,office.

~

March 31 One and Five Year Plan for Vocational Education due
- in the Department of Adult, Yocational and Technical
Education office (including equipment requests for
Area Vocational Centers and post-secondary).,

April 20 Claims for 2nd’term secondary, post-secondary and
~ adult programs due in the Department of Adult,
vocational and Technical Education office.

May 15 Claims for 3rd term post-secondary and final quarter
secondary programs due in the Department of Adult,
Vocational and Technical Education office.

July 15 ) . Claims due in the Department of Adult, Vocational and
Technical Education office for reimbursement of all
Special Funding Agreements for the previous fiscal year
and reimbursement of approved instructional equipment
purchased, received and paid for during the previous
f1?c31 year (Area Vocational Centers and post-secondary
only).
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SAMPLE 15

STUDENT INFORMATION iNPUT FORM

f

STUDENT INFORMATION (to ba compleced by student)

Enrollzent Year /¥78- 79
(evtut Hs. 32
School Name School Code
(et Lowwie A. H3-ay-43/
Lasc Name ‘ First Name . M.1. Student Social Security No.
70 Clirr K. Bewoo W/ 36/ &%3- 485/ '
Perzanent Address Phone No.
Sex: m Female Date of Birch: /Q/W”
D Male [
Echnic 3ackground: .
{3 Anerican Indfan/ (] asian American/ ([T} Black, {1 dispanic w white,
Alaskan Native Pacific Islander Noa-Hispanic

Yon-Hispani:

" T

PROGRAM STATUS (co be compleced by Records Office) . ’
LEVEL:

Secondary: (] 9-10

w 11-12

Post-secondary: () Assoclace Degrae

Adule: O3
3 License
{3 Ungraded ] Certificate
PROGRAM: Vocasional Progra=z(s) 0. E. Code(s) Hours Instruccion
Offxcg MACh gD /Y0300

v

¢

—

COOP STUDENT: fes, Vocational Program
W Yo

WORK~-STUDY STUDL.\'Tzcx Yes

3 o

SPECIAL NEEDS INFORMATION (co be ccmpleted bty Evaluation Team)

w HANDICAPPED:

) Mencally Recarded
] dard of Hearing

~ (7] Deaf
{3 Speech impaired

v

) visually Handicapped .
Ezotionally Discurbez

] orchopedic Handizapped -

] ocher Healta Izpaired

] LIMITZD ENGLISE SPEAKING ABILITY

] Deat-8lind
3 Multi-Yandicapped
) Specific Learning Disabled

RELATED DOCLYENTATION:
] Aipil Placement Taam_ Aashay Yyfr
(X3 DISADVANTAGED 1.2.P. on jfula o Quulamee SffcR

Economis '
% Acadeais Famy Thicons wﬁ (’.%m #3000
5;‘“1.4/ cLLue” M-&/ CeLles e, >
INSTRUCTIONAL SETTING: £agulat p':.%mqw/ WM leemCA.
AODIMoed AOIISTARCE b feckoe A1DE

54

~
g
oo/

P
eomar
e

T




. Following that model, you should seek information about potentially '
sensitive areas (e.g., minority, gender, race, creed, age, marital status)
on a separate form (perhaps matchable only by social security or other serial
number). Further assure the individual by explaining why the information is '
sought, citing your institutional equal opportunity policies, and providing
him/her with an opportunity to indicate whether such data can be included in

/

any student or employee directory (see sample 16). i




EQUAL EMPLOYMENT OPPORTUNITY INFORMATION REQUEST '

/ INDIANA UNIVERSITY-PUKDUE- UNIVERSITY AT FORT WAYNE .

A memorandum originating in the Office of the Secretary, U.S. Department of Health, Education, and
Welfare, states that Affirmative Action employers “are required to collect and maintain data on the race,
sex, and ethnic fdentity of all applicants for employment.” We iust, therefore, ask you to complete the
following questionnafre. Please note that you should sign the questionnaire and return it separately to the
Affimative Action Officer/Personnel Office. DO NOT RETURN IT TU THE RECRUITING DEPARTMENT, This question-
naire is for reporting purposes only and will not be used in the hiring c;lecision. Thank you for your help.

NAME : DATE:

POSITION APPLIED FOR: o
’ Rank/TitTe

s . ¢

LOCATION OF POSITION:

.

Campus/SchooT Uepartaent.

SAMPLE 16 - @ ‘
\
\
|

Information on this position wis made available to me from the following source: ‘

CITIZENSHIP: U.S. OTHER: ) ’
Country

ETHNIC DATA:

These categories should not be interpreted as scientific or anthropological in nature. They ,were developed
by the Federal government in response to needs expressed by both the Executive Branch and the Congress to
provide fog the collection and use of compatible, nonduplicated, exchangeable racial and ethnic data by

Federal agencies. .

American Indian or Alaskan Natfve [A person having origins in any of the original peoples of .
North America, and who maintains cultural identification through tribal affiliation or comunity
recognition.] . ,

Asian or Pacific Isiander [A person iaving origins §n any of the original paoplas of the Far

' East, Southeast Asix, the Indian subcontinent, or the Pacific Islands. This includes, for
examp _, China, Japan, Korea, India, Pakistan, Bangladesh, Sri Lanka (formerly Ceylon), Nepal,
Sikkim, Blutan, Afghanistan, the Phillippine Islands, and Samoa.]

Black (not of Hispanic origin) [A person having origins in any of the black racial groups.]

White (not of Hispanic origin) [A person having origins in any of the original peoples of Europe,
. Horth Africa, or the-Middle East.]

R Hispanlc [A person of Mexican, puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.]

BIRTHDATE: BIRTHPLACE: SEX: Female Male
Honth, Day, Year City, Stat’e {or Country)

i
PHYSICAL HANDICAP: “ :
Specify 1f you have any physical handicap or condition that will require special consid-
eration in your employment.

i

.

:
NILITARY SERVICE. Disabled veterans and veterans of the Vietnam era are entitled to receive special consid- .

eration under the Affinnative Action Plan. If you are entitled to this consideration, please tell us and
attach a statement as prescribed on the back of this form.

. I am entitled and have attached a statement. L .

Signature of AppTicant bate t

NOTE: This information will be used only for the purpose of .monitoring the success of our Affirmative
Action Plan and will not be used to discriminate against any applicant. Please return this form in
the separate envelope provided. D0 NOT RETURN WITH COMPLETEQ APPLICATION FORM ,

Indiana University-Purdue University at Fort Wayne is an equal opportunity employer and activitely seeks

tpplications from all qualified parsons, whatever their sex », race, religion, national origin, age, or

handicap. . . i.

Q w A&
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C You may wish to arrange through your resource person to visit
an official of a state, local, or educational agency who fre-
quently.prepares reports. During your visit, you might want
to, seek the -answers to questions you have prepared in advance,

v including perhaps the following:
//Oﬁuonal e What reports'do you routinely prepare? To whom are they
Activity ' submitted, and why are they required?
o Approximately what percentage of your time is consumed
q.lll-‘ with the preparation of these reports? How has that time

commitment changed since you have held this position?

e What shortcuts or helpful tips have you discovered that
can simplify the reporting process? (Be profusely grate-
ful when you get a response to this one!)

H % .
You may wish to arrange through your resource person to examine
the instructions for one or more reports regularly prepared by
administrators or teachers at a secondary or postsecondary

institution. ' ’
. To derive maximum benetit from this activity, try to select
reports using different formats (perhaps one that uses a blank

form with a tabular or chart layout and another that is primar-
ily verbal or narrative). Also, ook for:reports that appear
to be designed to fill various purposes: .planning, funding,

compliance, or control.
) /

7« To structure yolr examination, look for specific items, includ-
I ing perhaps the following: L .
Optional . . . . .
AﬁdSﬂs e Where are the instructions printed in relation to the
\ blank form (on the back, on the front, separately)?,
' e Is a sample form provided, with hypothetical data

already correctly entered?

« Does the form provide a name, phone number, or address
where you can get answers to any questions the directions
leave unanswered?

« Do the instructions clearly state where the report must
be submitted, to whom, and by what deadline?

o
o
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Q The following "Case Study" decribes how an administrator

prepared two reports. Read the situation and critique in
writing the performance of the administrator descr]ged.

i

CASE STUDY

1

. Artie Sanders is a guidance counselor at Rocktown High School. In
September he was assigned the task of completing the Claim forms that are to
be submitted to the state department of vocational education. The superin-
tendent emphasized that accuracy and timeliness were especially important for
this report, since much of the district's supplemental funding was based on
the tigures contained therein. The first-semester report was due November 8.

On Friday, November 3: Mr. Sanders secured copies-of all vocational class
rosters from the director's office. (Four of them are shown on the next page,
followed by the page of the report on which they were entered.) He then asked
Charly varner, his records clerk, to total up the number of students by grade,

. sex, and special c&tegory, and post those numbers on the form by Tuesday noon.

The completed forms were waiting on Mr. Sanders' desk when he returned
from lunch Tuesday, but’in his rush to get ready for an election-night party,
Mr. 'Sanders didn't notice them until he came to work the next day. "Elated .
because the school levy had passed, Mr. Sanders wasn't too concerned about the
' report.. He finally sent it to the state capital on Friday, after hurriedly
looking o¥er Charly's figures. :

In December, the state department's statistician held a series of meet-
ings throughout the state to discuss the importance of this particular report.
She stressed that all the totgls should reconcile and that the reports must be
in by the deadline, which was February 14 for second semester.

In early January, Mr. Sanders learned he was to attend a national
conterence in February. Recognizing that he would depart for St. Louis on
Febtuary 14, the very, day the report was due, he decided to try a new tech-
nique. This time he sent photocopies of the report form around to all the
vocational instructors and asked each one to fi11 in the lines that applied
to any classes he/she was teaching. Along with the blank, he sent a copy of
the state regulations that defined the special needs categories cited 'on the
form: DISADV (economically or academically disadvantaged), LESA (limited
English speaking ability), and HUCAP (sensory or mobility impaired).

Most of the forms came into Mr. Sanders office by the February 7 dead-
line he had set. Howéver, some of them bore nasty notes to the effect that
"This is the tenth form I've had to fill out this week." Ignoring these com-
ments, he compiled the numbers onto one master COpy of the form. To his dis-
may, he noticed that the number of LESA students in the Ag Power class was now
two, although the total class size remained at nine. Unable to contact the

“ teacher (Jack Deare, who was out on a field trip), he changed the LESA figure
: back to a one, stuck the report into an envelope, and congratulated himself
for beating the deadline by four days. ;

a
4
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Ag Power

Mary Ball, 11, F, DSADV

Joe Coe, 11, M, DSADV, HDCPD
Bill Dill, 12, M

Joe Everly, 11, M

Fathom Hill 11, F

Bob Ingram,~»12, M \
Joe Jocko, 12, M, LESA

Lank Link, 11, M

Corning Owen, 11, M

Nurse Aide Skills

Florence Finch, 12, ﬁ
Harriet Hansen, 12, F, DSADV

-.Kate Johansen, 11, F, LESA

Paul Prankman, 12, M

Sara Solomon, 11, F, HDCPD
Ramon Trinidad, 11, M, LESA
Velma Villers, 12, F, DSADV

~ 9
* LEGAL DISTAICT NAME® RooX town Local Ry $ A4

Kchenl Drisvrrnch

1sCaL vEan AT MCIOND PART N

~

N Uscar Olway, 9, M _
“Ruth Ramirez, 9, F, LESA

Ag Machine Operations /

Mabel Abel, 10, F

Joe Beck; 10, M

Jeff Cold, 9, M, DSADV
Bill Deep, 10, M

Kerry Fair, 10, M

Gerry Geppy, 9, M

dJerry Jones, 10, M, HDCPD
Kelly Lynn, 10, F, HDCPD

Intro. to Health Occup.

Marianne Marx, 9, F, LESA
Ned Navarre, 10, M

.....

Stella Sartois, 10, F, HDCPD
Thelma Taylor, 10, F, DSADV
Vicki Vance, 9, F '
Wally Wallace, 10, M

Abby Yarrington, 9, F

Diane Zarducci, 10, F
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Compare your completed written critique of the "Case Study"
with the “Model Critique" given below. Your response need not
exactly duplicate the model response; however, you should have
covered the same majdr points. ‘

Feedback

—
*

MODEL CRITIQUE

Mr. Sanders needs to sharpen up his pencil, his work attitudes, and his

" consideration for faculty members. First of all, the first report was sent

AN
\

in three days late because he starged too late tc work on it, In addition,

he didn't seem to take it very seriously in light of other events happening
around the school. Furthermore, there were several errors on the form: the
number of HUCP for Ag Power was counted wrong, as were the LESA and 12thygrade
male/female count for Nurse Aide Skills. Also, the column totals were Added
incorrectly for DISADV. .

For the second time around, Mr. Sanders had at least regained some
concern for.the timeliness of reports. He anticipated the problem of his
impending absence, so he gave himself more time to complete the task. How-
ever, he imposed an unnecessary burden on the faculty. Since the class
rosteps had already been prepared and annotated with the special need infor-
mation, there was no reason for him to requife the teachers to provide this
information again--and their chagrined remaks reflect their irritation.

The seeming discrepancy in the Ag Power tatal could hayve arisen from two
to three sources. First, the definitions he sent might not have been clear
(state department regulations aren't always vivid prose), so Jack Deare might
have improperly classified one of his students as LESA. Second, just because
the class total s still nine doesn't necessarily mean the class has the same
nine students. Perhaps one of them moved away, and a néw student came into
the class who was indeed in.the_ LESA category. Third, by.askihg the teachers
to provide the summary figures, Mr. Sanders lost his abilfty to check the
numbers against original source data (the rosters). Therefore, he was help-

less when the teacher could not be reached to clarify the diQC{Fpancy.

In fact, in his haste to get the report in on time this time, Mr. Sanders
probably underreported the school's LESA census by one. As a result, the dis-
trict would not receive all the funds to which it was entitied. 'In summary,
Mr. Sanders' performance was not satisfactory.

\

"

Level of Performance: Your completed written critique should have covéred the

same major points as the "Model Critique." If you missed some points or have
questions about any additional points you made, review the material in the,
information sheet, "Preparing and Submitting Reports for Internal and External
Uses," pp. 43-56, or check with your resource person if necessary.

-
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@ Learning Experience lli
OsﬁR_VI EW

After compléting the required reading, c‘rit-fqué the .perfor-
mance of an administrator in a given case study in \pr"gp‘arin‘gﬂ

Enabling

Object : : ” )
jective a cooperative agreement with a local’agency: / o

Iy

[} . ’ * J{’

i

Activity ’ . . ‘ . T )
. You will be'reading the-information sheet, “Preparing’Inter-
. agency Cooperative Agreenients," .pp. 65-75. \

-
LY

RS
+ g

» '
{0 :nal " Yoy may wish to examine copies of several ‘t-ypgs, of agree- .
} Ag:};’{;i‘, ments between a, vocational-technical jnstitution and some
' other agency. ’

-
-

.

. ! N
You may wish'to read one or more of the followi hg,’jour-
—_ nal afticles: ‘Abbott, "The Mansfi'el_q\ Formula for Worker
7~ A Renewal " VocEd; Dennis, “Class at. the Plant;" VocEd;
I N Lancaster and Shaford, “Employers ant Educators Team Up

Optional in Tucson," Community and Junior Colle e 'Journal; ‘McGough

Activity ' and Manley, TLinkages Can Work," VocEd; Moed, "College
with Its Own High School," Community and Junior College

~' Journal; Stahl, “Increasing Union Participation,” VocE'c'i;
and/or Wireenski, "Vocationa} Education and CETA Cooperate
to Solve Local Manpower Program," VocEd. )

_———-————————_——-—-——————————————.————.———-——

~ continued

63
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UVERVIEW contmued N ' ‘

You will be reading the "Case Study,ﬂ p. 77, and cr1t1qu1ng ,
’ the performance of the administrator described. \

You will be evaluating your competency-in critiquing the
Feedback’ administrator's performance in preparing a cooperative '

o agreement with a local agency by comparing. your completed
critique with the "Model {ritiqué," pp. 79-80.

-

> «
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/

. Activity o £or information about different kinds of cooperative agreements
) and your role in forming them, read the following information
Sheet.
1
9‘ N
/
' PREPARING INTERAGENCY CGOPERATIVE AGRE/EMENTS

’ i

Vocational-technical educati%n is only one of several nationwide programs
that provide Jjob training and support services for youth and adults. These
job training programs are being delivered with limited resources. Therefore,
careful coordination is needed in the planning and delivery of vocational-
technical education services to accomplish the following:

.;
- To combine the resources of several agencies involved in vocational-
technical training

e To grovide for the upgﬁgding of programs and services to individuals

« To keep vocational-technical education concurrent with social and
/ economic needs i
Multiple-agency coordingtiop has always been as%umed, but the Education
Amendments,of 1976 made it a requirement for educators. Specifically men-
tioned are.national, state, gnd local advisory committees; national and state
occupational information coofdinating committees; and a committee to write
’ the state yocational plan. \ / .

Uther laws calling for %Wteragency coordination include the following:

« Comprehensive Emp]oymeht and Training Act (CETA) of 1973 and its
amendments--The Youth Employment and Demonstration Project Act (YEDPA)
of 1977 further requirea extensive cooperation between CETA and public
schools to provide year-round training and employment.

« kducation for All Handicapped Children Act of 1975--This act charges
state and local agencies with the responsibility of providing a free

! and appropriate public education for all handicapped children from ages

! 3-21. The act requires vocational-technical institutions to open their

| doors to handicapped persoﬁ§ who need special instructional materials,

equipment, facilities, and. so on.

« Rehabjilitation Act of 1973 and its amendments of 1974--This act pro-
hibits discrimination against handicapped persons in a program receiv-
ing federal monies. The 1974 amendments call upon all federal agencies
to cooperate and assist in meeting the needs of the handicapped.

Legislation alone cannot guarantee effective multiple-agency coordination
and cooperation. Historically, vocationa]-technica] educators have often
sought the copperation of the public through advisory committees, craft com-
mittees, community service projects, and cooperative on-the-job training pro-
grams. Howeyer,/these efforts have oftgn lacked the involvement of related
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agencies. To be successful, cdordination and cooperation must be perceived as
provic.ng mutual benefits for all agencies involved. A network of related
agencies must be involved--one that identifies and capitalizes on the unique
role and expertise of each of them.

Who Benefits from Ccoperation

The objective ¢f all interagency coordination should be better service to
the student. Instructional programs are the mechanisms by which vocational-
technical educators provide peop]e with the knowledge and skills necessary
for ‘employment. Coordination is needed so that instructional programs can
undergo continual improvement in content, methods of instruction, and related
services. Ultimately, the taxpayers benefit from the greater efficiency of
providing educational services. i

How Can These Benefits Be Secured

By specifying the different roles individuals will play, organized
cooperative agreements avoid duplication, provide for uniform and integrated
service delivery, and promote the maximum use of resources. The coordination
of administrative functions makes it possible to plan and budget effectlvely,
mesh the services provided by one agency with the services of others, and
establish a smooth transition of services from one agency to another. Coor-
dinated administrative functions include comprehensive planning (both annual
and long range), fiscal administration, collection and storage of data, moni-
toring and evaluation, and the establishment of a calendar.

In developing cooperative agreements, participating agencies should use
uniform terminology on all forms to assure a common understanding of the pro-
gyram requirements. Reports should be made on a uniform set of forms so that
the basic information can be used by more than one agency.

Obviously, there are many ways a cooperative agreement can be designed.
The variations depend upon the design of servicgs, use of resources, popula-
tion being served, and the numbers and kinds of agencies cooperating, among
other major factors.

Types of Cooperative Agreements

Contracts. A contract is a legally binding agreement with fixed terms
of compTiance for both parties. For example, an educational agency might
contract with a private school (e.g., cosmetology) to train students of the
educational agency in a specific program. Or an educational agency might
be contracted by a private industry to train, or retrain, employees of that
industry in specified skills, such as coal mining safety or new equipment
operation. In yet another instance, an educational agency might contract
with an outside agency (such as CETA) for services. The contract must
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’ precisely name responsibilities, duties, obligations, privileges, financial
terms, and termination of the agreement (see sample 17).

Articulation statements. Articulation is used to provide sequence and
continuity in curriculum and to provide growth and an uninterrupted sequence
of learning experiences for students progressing through various levels of
education from elementary to postsecondary. The four major components of
articulation are (1) building a cooperative climate, (2) expanding communi-
cation amony staft, (3) developiny sequenced programs (curriculum), and
(4) coordinating services such as guidance, admissions, financial aid, and
placement. '

Articulation statements may be drawn up between educational agencies of
the same level (i.e., a secondary school and a secondary area vocational cen-
ter) or between ayencies of different levels (i.e., a secondary school and a

community college). (See sample 18.) .

supervised work experience. kEvery training program that involves plac-
1ng a student in a supervised work experience program (e.g., co-op training,
experience-based education, apprenticeship program, or internship program)
should use a traininyg memorandum or plan to structure the experience. A coop-
erative training plan must include the responsibilities of the employer, the
coordinator, the student, and the parent of the student (if appropriate). The
plan must also outline the learning experiences to be provided to the student
by the employer and the related information to be taught by the coordinator.

‘ (See sample 1Y.) .

Mutual definition of competing service area. This agreement is written--
typically between two community college districts--for the purpose of expand-
ing educational services to a greater number of students. The agreement
allows out-of-district students to attend community colleges on a tuition-free
basis in the event that a desired program is unavailable in the student's home
district. This type of agreement names specific programs in which students
may enroll in each district. (See sample 20.) :

' Multiagency ayreements. Often clients can best be served by cooperative
agreements between and among more than two agencies, probably of different
types. Multiagency contracts must clearly define the responsibilities of all
the agencies involved. (See sample 21.) ‘

Steps in Preparing Agreements

Betore you as a local administrator enter into an interagency agreement,
you must 1dentify the educational ‘institution's objectives for entering into
the agreement. Unce the objectives have been determined, you must match these
with services provided by different ayencies. Une way to determine the avail-
able services is to examine similar agreements used by other institutions or
to compare the objectives of those agreements with the institution's predeter-
mined objectives.
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SAMPLE 17 .
OUTLINE OF AGREEMENT TO PROVIDE INSTRUCTION

m

AGKEEMENT FOR COSMETOLOGY TRAINING
BETNEEN
: COMMUNITY COLLEGE DISTRICT No. 529
AND
COLBORN'S ACADEMY OF BEAUTY CULTURE, INC.

This Agreement revised and made this 1st day of July, 1977, between BOARD OF TRUSTEES OF COMMU-
NITY COLLEGE DISTRICT No. 529, COUNTIES OF RICHLAND, CLARK, CLAY, 4CRAHF0RD, CUMBERLAND, EDWARDS, HAMILTON,
JASPER, LAMREMCE, WABASH, WAYNE, and WHITE, and STATE OF ILLIONIS organized and existing under the laws
of the State of Il11inois (hereinafter referred to as the “District™) with its principle office at Olney,
Ninois, with three campus locations being Lincoln Trail College at Rgbinson, Il11fois, Olney Central
College at Ulney, Illinois, and Wabash Valley College at Mt, Carmel, I11inofs, and COLBORN'S ALADEMY OF
BEAUTY CULTURE, INC., an I11inois Corporation, owner and operator of the Colborn's Academy of Beauty Cul-
ture, Inc., which {s presently located at Mt, Carmel, Illinois, {hereinafter referred to as the “Beauty
School®): o !
[ '

NREREAS, the District and the Beauty School wish to mutually participate in a vocational training
program in cosmetology; and

WHEREAS, under said program the District will enroll a designated number of new students not to
exceed thirty (30) per college quarter with the Beauty School which shall maintain accreditation and
approval by the I11inois Department of Registration and Education and meet all statutory requlremenfb of
the State of I11inois. The said Bezuty School will furnish instruction and clinical training to such stu-
dents in cosmetology under the terms and conditions as set forth herein: ~ ‘

NOW, THEREFORE, IN CONSIDERATION OF THE MUTUAL PROMISE OF THE PARTIES, EACH BARGAINEO AND GIVEN IN
EXCHANGE FOR THE OTHER, IT IS HEREBY MUTUALLY AGREED AS FOLLOWS [1-2 paragraphs would be provided in the
following areas]:

I. ADMINISTRATIVE RESPONSIBILITY
II.  STUDENT ENROLLMENT *
I11. SUPERVISION, INSTRUCTION, ON-SITE VISITS, RECOROS, ETC. !
Iv. TUITIUN, TERM AND RENEWAL

V. MODE OF PAYMENT ANO CANCELLATION

VI. CLASSES AKO HOURSEU
VII. REGISTRATION AND QUALIFICATION OF STUDENTS
VIII. OUTIES OF STUDENTS
I¥. DUTIES OF BEAUTY SCHOOL
X. PRIVILEGES UF BEAUTY SCHOOL
XI. SUPPLIES
XI1. LIABILITY INSURANCE, ETC.
XII1. NOTICES AND DEMANDS
XIV.  AMENDMENTS
XV. PRIOR AGREEMENTS, ETC.
XVI. CAPTIGNS
XVII. TERM OF CONTRACT
XVIIL. BENLFIT
XIX. ENTIRE AGREEMENT




. " SAMPLE 18
TYPICAL ARTICULATION AGREEMENT

. VOCATIONAL/CAREER EDUCATION COOPERATIVE ARRANGEMENT

¢

Wabash Valley College agrees to enter into a’program of articulation with Little
Wabash Area Vocational Center and to facilitate the articulation program by carrying out
the following tasks:

A. Appointing a representative to an Articulation Roundtable and other councils and com-
mittees agreed on ,

B. Empowering the representative to the Articulation Roundtable to act in the name of the
school or distfict .

C, Pemitting the representative to the Articulation Roundtable to r’eport to the school/
district staff on a regular basis .

D. Being represented at all Roundtable, Council, dnd committee meetings -

E. Cooperating with all decisions made by the Articulation Roundtable with at least a
majority vote

. F. Keeping its own staff informed about tﬁe Articulation Roundtable and its activities
6. Sharing information as requested by the Articulation Roundtable
' H. Responding to surveys initiated by the Articulation Roundtable ‘
I. Sharing in-district and in-school materials as requested by the Articulation Round-

. ' table . .

J. Sharing facilities and resources (e.g., materials and personnel) when feasible and
desirable ’

K. Changing in-district and in-school vocational/career education. programs and services
only after notifying other members of the Articulation Roundtable of intent to do so

L. Including other members of the Articulation Roundtable as observérs {and/or partici-
pants) on committees making program decisions -
P X

M. Notifying'other member districts (schools) of vocational/career education program !
revisions as soon as they have been planned

. Pennifting (or inviting) visitors from other member schools/districts to attend staff
and department'meetings .

0. 'Pennitt1n§ teacher visits as requested by the Articulation Roundtable

P. Permitting teacher exchanges as requested by the Articulation Roundtable
.Q. Holding Jjoint inservice education as requested by the Articulation Roundtable
R. Hostihg a fair share of meetings and paying meeting costs

-

L

- S. Adopting a joint calendar ' .
T. Cooperating with the "Two-Year Articulation Plan” developed by Articulation Roundtable

'
. i

»

* Signature Date
{Chief Administrator)
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SAMPLE 20
INTERDISTRICT AGREEMENT

A JOINT AGREEMENT FOR EDUCATION-COOPERATION -

BETWEEN ,
BELLEVILLE AREA COLLEGE, DISTRICT #522 .
- ' AND ) ) )

ILLINOIS EASTERN JUNIOR COLLEGES, DISTRICT #529

. This agreement made this 17th day of November 1977, and gntered into
between the Board of Trustees and Chief Administrative Office of BELLEVILLE
AREA COLLEGE, District #522, Counties of St. Clair, Madison, Monroe, and
Washington, and State of I11linois, hereinafter referred to as "BELLEVILLE AREA
,COLLEGE, District #522," and the Board of Trustees and Chief Administrative
UfFfice of Community College District #529, Counties of Richland, Elark, Clay,
Crawford, Cumberland, Edwards,’Hamilton, Jasper, Lawrence, Wabash, Wayne, and
White, and State of Illinois, hereinafter referred to as "ILLINOIS EASTERN
JUNIOR COLLEGES, District #529." For the purpose of this agreement, the dis-
trict” of the student's residence will be referred to as "The Sending District"
and the college providing the educational program will be referred to as "The
Receiving District." ’

I. PURPOSE

It is the desire of the districts entering into this agreement to
expand educational services to thé greatest number of students. This agree-
ment is, one of the signifi&ant means of implementing the State of Illinois
Master Plan--Phase IV by accomplishing a feasible method of cooperation
between two community college districts. ‘

~

II. PROGRAMS- TO BE INCLUDED

BELLEVILLE AKEA COLLEGE, District #522, agrees to accept ‘students from
ILLINOIS EASTERN JUNIOR COLLEGES, Djstrict #529, in the following programs:
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" _Name of Program Degree or Cert1f1cate‘

Horticulture . ; . A.A.S. /Cert1f1cate
Aviation Pilot Training - o * RS, - ]1
' Aviation Mainteﬁance Technology ‘ A.A.S: ' ‘
Aviation Electrorics - Avionics © RS, /Certificate ’
.t Medical Assistants Program A.A.S. /Cert1f1cate
Fire 5c1ence ) A.A.S. /Centlflcate
Medical Laboratory Technician A.A.S.
Medical Records Techniciaq AeAeSe s
. Physical Therapy Assistant A.A.S.
. Radiologic Technology A.A.S.
Respiratory Therapy Technician Certificate - .
Operating Room Technician o / Certificate .
Professional Hprse'TechnoTogy ‘A.AaS./Certifﬁcate
Farrier Science ' . -~ Certificate .
ILLINOIS EASTERN JUNIOR COLLEGES, District #529, agrees to accept stu-

dents from BELLEVILLE AREA COLLEGE, District #522, in the following brograms:

Name of Program . Degree or Certificate .

LTC - Cu]lnary Arts/Restaurant Management . A.A.S.

LTC - Petroleum Technology AJA.S.

WVC - Agricultural Mechanics y . A.ALS.

WVC - Conservation & Outdoor Recreation ) A.A.S. '

WVC - Diesel & Hydraulics Technnology " A.A.S. '
WVC - Child-Care Services . ‘ A.A.S. ) '

WVC - Coal Mining Technology B Certificate )
WVC - Radico-T.V. Broadcasting i A.A.S.

WC - Telecommunications A.A.S./Certificate.

I11. STUDENT ENROULMENT AND RESPONSIBILITY : ,
. IV. DISTRICT'S RESPONSIBILITY

V. FINANCE - s [Sections III to VIII would be fully ° '
VI. CATALOG . deve]oped 1n actual document]

VII. REVIEW QF AGREEMENT o , |
VIII. TERMINATION . ( f




SAMPLE 21
TYPICAL CONTRACT FOR SUPPORTING SERVICES

hY

SUPPLEMENTAL: )
» .COUPERATIVE AGREEMENT BETWEEN ILLINOIS FARMERS UNION

* . (I.F.U.) #5, BUSHNELL-PRAIRIE CITY HIGH SCHOOL, AND
v . DEPARTMENT OF REHABILITATION SERVICES (DORS) ¢
(ATTACH TO PURCHASE OF SERVICE AGREEMENT)
| ’ *
OVERVIEW ’ B

’

This agreement is a joint working agreement between staff of agreeing agencies to
commit and provide services to disabled individuals of the Special Education Program

at Bushnell-Prairie City High School.
¥

1.
e

2.

3.

4.

6..

7.

I11inois Farmers Union #5 (CETA) will provide intake assessment for the partic?-
pants identified for the program by the school coordinator to determine if they

are CETA-eligible.

CETA's Employment Development Plan (EDP); DORS' Individualized Written Rehabil-
itation Program (IWRP); and Special Education's Individualized Ecication Plan
(IEP) should all be prepared in coordination.with each of the agencies.

I11inois Farmers Union #5 work experience coordinators and DORS' Region 3 coun-
selor and school coordinator will work cooperatively to.determine what program
funds would best fulfill the needs of each individual participant, creating a
coordinated diagnostic package. The participants will be DORS clients, as well
as CETA participants. *

The school prevocational codrdinator will provide the daily counseling necessary
to all’students in the program, coordinatfng with DORS and CETA. The Region 3
DORS counselor and CETA counselor will provide team counseling to the CETA/DORS
participants, approving appropriate work. training sites. Each of the counselors
is required to supply necessary forms to the other agency.

The Region 3 placement coordinator will assist as needed in placement services
to the participants to find suitable employment for the handicapped following
training. The counselor will provide CETA reports to I.F.U. #5 as required and
agrees to work cooperatively with the CETA program agent in the placement of the
participants. “ .

-

X v
Bushnell-Prairie City High School agrees to follow the recommended work pro-
gramming for its students established cooperatively with I.F.U. #5 and DORS and
to provide assistance and reports to I.F.U. #5 and DORS as necessary, .

1.F.U. #5, Bushnell-Prairie. City High School, and DORS will establish a program
team to meet at least once each quarter to discuss programming and fraining for
the participants°and/cooperatively establish steps for appropriate $#aining- and
eventual work placement. The members of this team will be the same as the

liaison team.

* ' s 1.F.U. #5; . * , Bushnell-prairie City High
School; and , DORS, will serve as a copperative review team.

This team wiTl evaluate the program and determine the &lccess of the coopera-
tive programming., The team will also include the decision. makers if any pro-
gramming conflict cannat be resolved on the programming level.

~
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\
Some of the agencies and groups that should be considered and examined ‘
include the following: .
e Vocational education
e Special education
s e General education
e Supportive services (guidance)
e Rehabilitation
¢ Parents -
"o Employers/Unions :
e Advisory council :
e Service agencies (e.g., employment service, CETA, mental health) '
After the institution's objectives have been matched with the services
available from other agencies, you should consult with the administrators of N
any agencies affected by the proposed agreement. An interagency agreement is
only of value when it is advantageous to both parties. During the consulta-

tion with other administrators, similar agreements may he used as a guide for
drafting a tentative agreement.

Interagency agreements must be structured firmly enough to assure deliv-
ery of appropriate services but be flexible enough to permit modification as ‘
the need arises. While each agreement will necessarily be different, like-
nesses are evident. Each agreement must contain certain provisions. A sug-
gested format includes the following sections: -

e Preamble--This 1ntroduct1on ‘should include the ph110§/ph1ca1 intent,
legal ba s1s, and time lines of the agreement. §

e Administration--This section should include a flow chart indicating
Tinkages at all necessary levels--state,-regional, and local. The
chart should also depict routes of communication.

o Services--Included in this section are such items as who the clients
are to be, ages, grade levels, types gof instructional components, and ‘
which agency is responsible for each service. ’ i

e Linkages--This section provides for 11nkages with agencies other than
the. primary area to be used, as the need arises. Possible agencies to
be mentioned include mental health, social serv1ces, and pub11c health.

. Agreement--The commitments in the preamble should be elaborated and
expanded. Also included would be definitions and eligibility require-
ments, and the services should be expanded upon. Planning and evalu=
ation should be clearly spelled out, and allowance should be made for
changes suggested by the evaluation.

u
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o Statements of confidentiality and assurances--Thi% specifies the
types of inﬁgrmation'to be shared among agencies and includes assur-
ance statements prpviding procedural safeguards.

ooSignatures-~The chief administrator and/or board president of each
- --agency mugt sign and date the agreement.

Following the rough formulation of the agreement, the draft and related
documents should be reviewed by the educational agency's legal advisor, who
\  should prepare the final .document. The final agreement should then be sub-
\ mitted to the appropriate governing boards for deliberation and formal adop-
"\ tion.




You may wish to examine copies of some actual cooperative . 3
agreements involving vocational-technical institutions. Your .
_Fesource person may be able to help _you secure these documents
for review. Try to. study a variety of agreements: for exam- .
ple, ong between two educational institutions, one between a \
vocational-technical institution and & government agency, and ’
one between a vocational-technical agency and an 1ndus£ry or

ol business providing a s1te for some type of superv1sed student

// - .work exper1enc;
Optional
Activity As you examine these documents, look for some spec1f1c provi-

| 'sions, in¢luding perhaps the following:

J what responsibilities or tasks are typically fu1f111ed
by the vocational-technical institution? ,

e Is a transfer of funds involved? On what basis is each
party paid? .

~

* What type of coordination is established between the
parties? Is it informal, or is it. highly structured?
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In order to ihcrease your exposure to a var1ety of coopera- ’ !

- tive agreements and to learn to what extent they have been 1
. successful, you may wish to read -one or more of the f0110w1ng :
articles: Abbott, "The Mansfield Formula for Worker Renewal, |

Vockd; Dennis, "Class at the Plant," VocEd; Lancaster and .. |

ﬁu?ord "Employers and Educators Team Up in Tucson," Community I

\ and Jun1or College Journal McGough and Manley, "Linkages Can . |

work," Vockd; Moed, Lol]ege with Its Own High School," Commu- !

) nity and Jun Jun1or Go]]ege Journal; Stahl, "Increasing Un1on Par- :
- ~ ticipation,” VocEd; and/or Wireenski, "Vocational Education |
VRN and CETA Cooperate to Solve Local Manpower_ Program," Vockd. |
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IOptjo_nal As you study these references, ask yourself the foHowmg kinds
Actnvnty' of questions: ' )

~' » Were the objectives .of each party involved in the coop-
erative agreement clear, comp]ementary, and mutually sup-
porting? Were they accomp11shed?

*

N tution ook a leading role in developing the cooperative
agreement? What tactics did he/she employ to bring about
the »greement? Ty

-'wﬁﬁcn individual within the vocational-technical insti- \

e Can any of the prdctices the cooperating parties used be T
put into practice in the ihstitution where you are,%ur- x
rently (or hope to be) situated? . ‘

(
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‘ The following "Case Study" describes how a vocational education
y administrator prepared a cooperative agreement jnvolvirg his
! institution. Read the situation and critique in writing the

/ performance of the administrator described.

A

v
3

CASE STUDY

[N

Joe Nartmough is the director of vocationai education at Carnsville High
School, a small rural school with an enrollment of approximately 600 students
in grades 9-12. He has for some time been concerned about the large number of
vocational students who drop out of high school to go to work for economic
reasons. Most of these dropouts find employment only as unskilled laborérs in
the small manufacturing plants of the community; .few of them leave~the area,-

One evening while he and his wife were entertaining friends, ‘
Mr. Nartmough and one of the guests, Mr. Wirts, were discussing this very « ™
problem. Mr. Wirts suggested that, since he worked for the county employ=
ment and training office (funded through CETA), he thought he could develop
a joint program whereby the students who had dropped out could be provided
with a stipend from CETA to attend vocational classes at the high school.

The following week Mr. Nartmough and Mr. Wirts met at the employment and
training office and drafted an agreement in contract form. Under the terms
‘ of this document, the CETA office wouid provide a stipend to the students’ for
living expenses and would pay tuition to the school. The school, in turn,
would provide the facilities, equipment, instructors, and support staff needed

to train and counsel students.

.

After refining the draft, Mr. Nartmough submitted it to his superinten-
dent, Dr. Alice Hoover, for her:approval. As soon as she signed it, he con-
sidered the agreement official and began to implement it.

J/ | o
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¥ Compare your completed written critique of the "Case Study"

with the "Mode] Critique" given below, Your response need not
exactly duplicate the model response; however, you should have
covered the same major pointsi .

b

i
1 .
f

oy . MGOEL CRITIQUE

1 On the positive side, Mr. Nartmough did demonstrate ‘his concern for

! student problems and saw the opportunity that arose from informal (in this
: case, social) relationships with a colleague from the community. He followed
' through on this matter and demonstrated that the school was willing to draw on
b other resources and to cooperate with outside agencies.

: Nevertheless, his efforts would have been more successful if he had,
-observed some important principles of interagency cooperation.

! To start with, Joe Nartmough did not 1dentify all of the institution's
related objectives pefore setting out to correct the dropout problem. Only
one objective was mentioned--that of reducing the number of dropouts.

L

. When the possibility of tite CETA office's providing a stipend was men-
©od tioned, Mr. Nartmough did not study.any other options, nor did he contact any
Lo e other agencies. .(6ther possibilities might have included cooperative train-

, ing or financial assistance for the students from other firms or organiza-
N tions.) ' '

There likewise is no evidence that Mr. Nartmough or Mr. Wirts compared
their draft witn other similar documents between schools and CETA offices, or
agreements involving schools in any form. Furthermore, they failed to ask for
review of the document by an attorney.

More importantly, Mr. Nartmough failed to involve his colieagues within
the institution. No instructors, guidance personnel, or other support staff
were consulted to see if they might have had suggestions for alternate solu-
tions or might have known of ways to improve the contract while it was still
in draft form. We can expect that he would encounter problems and resistance
when he attempted to implement the plan--staff members tead to be more suppor-
tive of programs that they have had a part in developing than‘ghose tﬁét are

«

suddenly "sprung on them."

In fact, this is a hazard of relying too much on informal contacts with
outside agencies. . A more deliberate, formal effort at articulation is more
likely to involve those teachers and administrators who would be affected of
interested in the shared services or cooperative programs.




" Last of all, neither Mr. Nartmough nor Dr. Hoover submitted the contract
to the board far its approval. Without its official action as the governing .
body of thé institution, the agreement is null and void and cannot be legally
carried out. :

«

Level of Performance: Your completed critique should have covered the same
major points as the "Model Critique." If you missed some points or have

questions about any additional points you made, review the material in the
information sheet, “Preparinyg Interagency Cooperative Agreements," pp. 65-75,
or check with your resource person if necessary. , ’

)
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Learning Experience IV

FINAL EXPERIENCE

Terminal
Obijective

Activity

W,

»

iy

-

. While working in an actual administrative situation,
cooperate with governmental and community -agencies.*

-

~

-

As part of your adminisxratfﬁe }esponsibility, cooperate
with governmental and community agencies. This will
include-- .. .

.e providing comments and information to assist legis-
lators, rule makers, and ‘planners in making policy * .
changes ' T

» maintaining channels of communicatiops with governJ-
mental and,community officials
e submitting routine and special reports as required

e preparing formal coobeﬁhtive agreements

I

o participating in informal cooperative arrangements -

. NOTE: }é you complete each of the above activities, docu- ~
ment your actions (in writing, on tape, through a log) for
‘ assessment purposes. .
K

*]f you are not currently working in an actual administrative situation, this

learning experience may be
son, until you have access

deferred, with the approval of your resource per-
to an actual administrative situation.

81 -
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Arrange to have your resource person review your documenta-
tion.. If possible, arrange to have your resource persen
observe ysur performance at a point when you'are directly
involved in cooperating with governmental and community

-+ agencies.

Your total competency will be assessed by your resource per]
son, using the “Administrator Performance Assessment Form,"
ppo 83"'85.

“Based upon the criteria Specified in this assessment instru-
ment, your resource person will determine whether you are
competent in cooperating with governmental and community
agencies. - -

-~
> -
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- Name

Date

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM

Cooperate with Governmental and Community Agencies L

&

Directions: Indicate the level of the administrator's accomplishment by plac-
ing an X in the appropriate box under the LEVEL OF PERFORMANCE heading. If,
because of special circumstances, a performance component was not applicable,
or impossible to execute, place an X in the N/A box. ’

»>

LEVEL OF PERFORMANCE

X
) \e®
‘;\?‘ ‘.\o“" Qo°‘ <t (':,9"6 eﬁ""\

While providing comments and information to assisf
Tegislators, rule makers, an. planners ‘in making
"policy changes, the administrator:

1. established a system to keep informed about ?

the introduction of legislation, proposed

rule making, or tentative planS...e.e.eeeeeeees (] [ [ I 7[j]"[:]f

2. provided comments and information in one or
more of the following ways, as appropriate: .

a. testifying before a legislative or admin-

TSEFALTIVE DOYsseeeeesnnaasssssnsssaneeeees 1 [J 1 O 10
o

b. using the Services of & professional .
organization to inform legislators or
officials of matters relating to pending

bills, rules, oF DlaNS.eeeeessensensaensess [ [ [ [ [
f

c. submitting information in written form to

legislators or officialSeeeessnsceseeeeeees [ [0 [ O O g

d. participating in meetings and conferences
. dealing with local and state plans for °
vocational-technical education or related

APBES. « v vunenneeennessnnsssssnsnsnnnnnnense L] OO O O t:]

.
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 LEVEL OF PER FORMANCE‘

P

&\% $°° Q °° Q ‘\‘ $*¢

t

While maintaining channels of communication with :
governmental and community officials, the admin- . oy
!

I

1strator: .
6. developed and maintained an up-to-date roster
- of relevant legislators, policy makers, and
" administrative officials at local, state, and
qfedera] ]EVE]S................................. D
7. exchanged visits with those officials with
whom. important transactions most often take
” p]aCEO................’......................... D

While submitting routine and special reports to
other agencies, the administrator: R

8. designed, used, or modified local record-
Keeping and data systems so as to be compati-

ble with formats used by governmental agencies. »

9.. complied with reporting standards concerning
i form and format................................

10. carefully checked reports for accuracj“and )
Canp]‘etenESS..l....’..............,......l.....

11. suomitted réports on or before established

dead]ines.ooooOoooooooooooooooooooooo..oooooooo

12. protected the confidentiality of source
information upon which reports were based......

OO0 o oo

While preparing formal cooperative agreements with o
local governmental, administrative, or educational O
agencies, the administrator: R

N I T 0N AL D
’ “ by RN PR
L - e s

- e R D v e e £

13. considered the objectives and resources of all f
agencies ipvo]ved in the agreement.ceseccesccoes

O
O
O
O

| *ﬁ
=

14. secured assistance and comments from col-
leagues in comparable institutions who had
experience with similar agreements.............

2o E]I

15. consulted with instructors and others likely

B - ——
A-M-ﬁ—- o s e v ea @ -

O
to be affected by the proposed agreement....... [ | [] [] [] "'.“.




. ' = LEVEL OF PERFORMANCE

‘

&
) £
, A\\a @0“" o™ ¢ c,o°6 ef.“"\

-
.

16. subjected all proposed agreements to legal . rre

SCPULTNY e eneennennasensensnnsensnnnsesssnsenses 1 1 OO O ;

17. submitted proposed agreements to the board in
time to allow deliberation before formal

APPFOVEl evenaaseeesnesrsnsansnesssnsaesnscsnnes [ ] 0 Odg

while participating in informal cooperative
agreements, the administrator:” , N

<
+

18. Boined or attended the meetings of organiza- i
tions of administrators or officials havina
related duties in a community or state...eeeeee [ ] 0O 0O

Ed

19. exchanged visits or tours with colleagues in ,
other institutions, other communities, or at :
& different levels Of GOVEFNMENt..eeeesessevessss 1 [ (] [

‘ Level of Performance: All items must receive N/A, GUOD, or EXCELLENT
responses. 1T any item receives a NONE, P0O%., or FAIR response, the adminis-"
trator and resource person should meet to Aatermine what additional activities
the administrator needs to complete in order to reach competency in the weak
area(s). ’ ‘ ’
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